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What Is DPAS?

What Is DPAS?

DPAS is a Windows based system that uses a Client/Server Graphical User Interface (GUI). Users are
required to have a personal computer operating Windows (Windows 95, NT, etc.). The GUI provides a
Multiple Document Interface, which allows a user to move from one process to another without exiting
from current process.

DPAS provides on-line capability to support all functions that are associated with property accountability
and equipment management. A small portion of the system functions is accomplished by batch processing
of interface transactions or processing of summary report data. DPAS is an independent operation and
does not require support from other systems for processing data. It can be used as a stand-alone property
management system that provides general ledger control and depreciation schedule information to
accounting systems, as well as documenting the physical control of installation equipment.

The system contains mandatory and optional modules available through a variety of toolbars containing
buttons that will apply a command with one click of the mouse. The primary system functions include all
actions associated with property management, accounting, equipment utilization, and preventive
maintenance schedules.

The system provides the accountable officer with the capability to update item authorizations, cataloging
actions, accountable record processing (e.g., receipts, turn-in, and inventory tracking/status), accounting
depreciation data, serial number tracking, component visibility, and an automated document register. All
input data is validated on-line prior to updating the database.

DPAS offers four different methods of managing equipment:

> Serial one item, one record.

> Bulk multiple items, one record.

> System group related items.

> Kit components of sets or outfits.

The system provides the equipment manager or responsible officer the ability to manage all actions
associated with maintenance and equipment utilization. Work orders are automatically generated. The
user can create and print trip tickets for all mobile equipment.

Warranty information for equipment is tracked.

DoD Equipment management data includes statistics developed for under and over utilized equipment and
parts and repair costs for equipment maintenance. Data is also provided to support oil analysis programs.
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Benefits of DPAS

Benefits of DPAS

Regulatory financial and physical reporting of property, FMFIA and CFO compliance
Integration of financial and property data

Eliminate redundant systems and costs

System interfaces to DoD migratory accounting systems

Asset visibility and redistribution

VVVVY

CAPABILITIES: INVENTORY MANAGEMENT & FINANCIAL REPORTING

Catalog of assets (serial & bulk)

Supply interface capabilities

Authorization tracking

Automated Document Register

Component visibility & tracking

Hand Receipt & Sub Hand Receipt Holder capabilities
Management of warranty/service/lease information
Complies with DoD financial regulations.

VVVVVYVYYYVYY

History is maintained on most transactions.

CAPABILITIES: EQUIPMENT TRACKING

Automated build of skeleton maintenance record
Automated preventive maintenance scheduling
Complete utilization reporting

System-generated work orders & trip tickets
Maintenance/breakdown/repair hours tracking
Historical maintenance/utilization data

VVYVVYY

CAPABILITIES: REPORTING

» Over 100 pre-formatted reports available in DPAS
»  Eureka Report Designer included with DPAS allows the user to create customized reports

CH2 2
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DPAS Online Help Screens

DPAS Help Menu

a. Click on Help from the Main Menu and select DPAS.

This is the main Help screen from DPAS.

=181 =]

DFAS 7900.5-M

DEFENSE
PROPERTY
ACCOUNTABILITY
SYSTEM

DEFENSE
FINANCE AND
ACCOUNTING

SERVICE

USERS MANUAL
Release 16.5.00

» The right side window is the text viewing side. Your selection answers will appear here.
» The left side window is the topic selection listing. The three tabs will allow you to select the type of

Help method desired.

The icon tabs indicate their Help functions:

I Contents |@% 1n|:|e:-:| 4 ﬁearchl

Double-click on the “purple book” for Catalog. This will open the topics that are related to the

b. The default is the Contents tab.
C.

Catalog Module.
d. Click on the Catalog topic.

The following screen will appear:

The right side of the screen will display
information relating to the topic that was
selected.

e.

Scroll down on the right side of the
screen, there will be a paragraph titled
Catalog Pull Down Menu.

f.  Click on one of the choices and it will list
the processes involved to complete the
transaction.
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DPAS Online Help Screens

The Index tab on the left side of the window will display the help index; sorted alphanumerically, starting
with numbers. As you start typing your search topic, the index menu will automatically jump to the first
character in your search topic.

g. Click on the Index tab.

h. Type in CHANGE. Notice as you start typing, the menu will jump to the first letter and continue with
the remaining letters.
i. Click Change Password for Processing Window.

The following screen will appear:

<& windows Help =1
File Edit Bookmsrk Options Help

Help Topics  Back | Pint | << > webSearch)

W % |# || change Password for Processing Window.

Change Password for P

[Eecuri £y Module
Ererrr e e
for Proc Desc for Proc Uin

C1c To Change Password ] :I
faita ]

(CIIC Other foid

CIIC Other To User ID: =m0102

CIIC To

it Old Password:

City Excess

Class Cd -

Class cd To New Password:

Close Sockst Re-enter New Password:

(Closed Dt

(CHMC

CHMC To - "

o €11 b RevicwfUpdate phone number and e-mail address.

Cmpltd DE Phone Nbr:

Cmpltn Dt

Cmpn Acq Cost .

Cmpn Acg Cost To E-Mail Address: [

‘Cmpn Cd

Crpn Cost cd Submit__ | Clear | Exit

'Crnpn Deprn Cd

Cripn Inyv Oy

(Crpn Lewel

Crpn Lewel To This window is used to change a User’s Password. The current

(Cmpn Qty password is entered. The new password is then entered, and re—entered
(Crpn Serial Mbr for walidation. The password must conform to the following requirements:
(Cmpn Stock Mbr

(Crrc Repair Cd

Cnfo stock Nbr * Must contain two of the following three: a Capital, a Huwerie,
Crfg stock Mbr To or a Special Character , B, # o

bt h_';l

< »

- The first character cannot be an underscore.
Display =

The Search tab opens three windows on the left side. The first window, which is the Search Topic. The
second window displays variations of the search topic, and third window shows the locations within the
DPAS Help. The very first time you select the Search tab, it will create a word list using a wizard. Thisis a
one-time process.

£ Dpashelp : _ 1o x|

e e P J- In window 1, type Job. Notice

12 Conterts | @, Index dh %ealchl HISTORTES Real Property History. _ that you have two selections (job
;‘D;yDEIhEwnrd[ﬂyﬂgwmhmflnd ;I Business View: — HISTORIES j and Job) in Window 2l

ZES:IEE:I matching words tnnalruwsearcﬁ Folder: — Real Propercy His k. nghllght Job. NOtlce that |n
HE__I ace Exp cd Offic

R T 4 window 3, there are several topics
PR — Fac Hame P 1 to select.

Aeg Do Fac Mor Pom I

deviom Tec Remarks Text = || Scroll down the list of topics and
e T e highlight HISTORIES Real
rorn aioe seraa wme To Tena ca 1o o o Property History. Notice on the
| I e e o o right side of the screen that for the
N e e cprl ca Installation Cost RP St

i || cuevosias wrc e i topic you selected, each
DPAS Data Elements D

DP&S D El J Deinstallation Cost Instl/Fac Nbr To Resic H
END\TEHAESEETEEES%&\HandF!:Dt occurrence Of the Word Job IS

Deprn Cd Instl/Fac Nbr To State
END ITEM SERIAL +Serial Hand Ropt

END ITEM SERIAL +Serial Hand Ficpt Order b Inw Dus Dt Task h|ghl|ghted.

END ITEM SERIAL +Serial Hand Ropt Toh
END ITEM SERI&L Depreciation Order Moz To Order Nbr Task

END ITEM SERIAL Improvernent Sddit Deprn Office sy Order Nbr To Tran
END ITEM SERIAL Serial Hand Recei|
HISTORIES Histon

Deprn Office To LHEEZ Dt Tran

HISTORIES Rsal Priopetty History. Deprn Period LHEZ Twm Trast

IMFROVEMENTS MULTIPLE COSTS

IMPROVEMENTS MULTIFLE COSTS Deprn Task €d Last Activity DT UL

IMPROVEMENTS MULTIFLE COSTS

IMPROVEMENTS MULTIPLE COSTS Deprn Task Cd To Loeal Use Text uIc

IMPROVEMENTS MULTIPLE COSTS Doc Id Hebr Login Id uIc -

IMPAOVEMENTS MULTIPLE COSTS

IMPAOVEMENTS MULTIPLE COSTS Doc Id Mor To LosLe <d Tpn £

IMPROVEMENTS MULTIPLE COSTS Dollar awr ner ve ros

IMPACVEMENTS MULTIPLE COSTS ~ | S o -~
NN} r
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Displaying Management Messages

Displaying Management Messages

INTRODUCTION

This process will allow the user to view management messages created by the processing programs
within DPAS. Along with the view process, the delete function of a ‘single’ or ‘all’ message/s is
available. As a reminder, all management messages older than (30) thirty days are deleted
automatically during the batch cycle process. Additionally, a Management Messages Report
(DP9D671R) showing messages by UIC/Module is available. The user can select one or more
modules for the report.

Q\m\ NOTE:
\O > The module/s the user has access to will be enabled once entering the screen for both the view
V" and report processes.

If viewing management messages, you must ‘double click’ or *highlight’ the message then click the
‘OK’ button in order to view the entire management message and additional user message text.
Management messages are authored/controlled by DPAS, but the user message text is an option that
allows the user to expand or clarify a specific processing action that is performed in other DPAS
processes.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select Eile from the menu bar.
2. Select Management Messages from the program group.

Print Reports

Management Messages

Iser Defaults
Change Passward
et LT
Security POCs
Message of the Day
DPAS Home Page
Exit F3
STEP 1:
p— p— B R a. Options: Select whether you want to view the
* Report ™ Authorization ™ Hand Receipt Holder message(s) or print a report of all or a specific
Al " Catalog I~ Maint & Util management message_
 Selective I Document Register [ Seeurity b. Modules: Select the module(s) you want to view
: or report.
[ox | _cow | _ o c. Click OK.
CH?2 25
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Displaying Management Messages

TEP 2: !
S :
|
. . . . Management Message User HMessage Tran Dt Pgm Hame User I
a. Highlight the message you wish to view.
i H This transaction for prog 206828912 DPTT1861 cstebbi
b. Click !lew. This transaction for prog 208620912 DPTT1181 cstebbi
This transaction for prog 20028912 DP9T1361 cstebbi
This transaction for prog 20828917 DPONO781 cstebbi
This transaction for prog 20828917 DPON1481 cstebbi
This transaction for prog 20828925 DPTTO361 mgriffi
This transaction for prog 2080208925 DPTTO361 moriffi
This transaction for prog 20828925 DPTTO481 mgriffi
This transaction for prog 20828925 DPTTO481 mgriffi
fssets are available for THIS IS AN EXAWPLE 0 266208930 DP9B28@1 moriffi
E
Yiew I Delete Delete All Cancel
ST L]
=, NOTE: | o
\ > All management messages older than (30) thirty days are deleted automatically during the
\_\/
\~ batch cycle process.
This is an example of a Management Message:
o T ¢ Once you have read the message(s), you
Mgt Msg: can either delete it, or click OK to return
Assets are available for transfer within your database From UIC WOUZ2AA, Doc Nbr = to the DFEViOUS screen.
W1234521541000, To UIC NOOD15
I
User Msg Text:
THIS IS AN EXAMPLE OF THE MANAGEMENT MESSAGE. =
BT OE
CH?2 26

1 October 2004



Setting User Defaults

Setting User Defaults

INTRODUCTION

The DPAS User Defaults screen allows you to enter and store commonly used information.

This saves time by populating the default settings into the data fields within the DPAS modules. Keep
in mind that you have the ability to change the default data in the individual data fields.

Information stored in the User Defaults screen will be used to populate DPAS data fields in various
DPAS processes.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select File from the menu bar.

2. Select User Defaults from the program group.

Print F.eports

Managernent Messages

User Defaulks
Change Password
Acthl 11T
Security POCs
Message of the Day
[DPAS Home Page
Exit

F3

#User Defaults

Basic |Doc Reuislell Calaluul Bar Cudel Excessl Mai

| File L | Repont|

Office:

HRH Nbr:

uic: | |
l—
——
Fund CdfAppn: l_l _I

Clear

Exit

kelx

CH 2
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STEP 1:

a. Enter any default information that you
need. You may need to click on the other
tabs to enter more information.

~~5 HINT!
g}g Setting up defaults is not a mandatory
process within DPAS. But if you want

certain fields to always display on your
Key Data and/or Process screens, then
enter that information on this screen.

The defaults are NOT stored on your
database, but on your computer. If you sign
on to DPAS using a different computer, then
you will need to change the pertinent
information.

27



Setting User Defaults

Once all desired default information has been entered, click QK.

The Transaction Processed dialog box will be displayed.

b. Click OK.

You will be returned to the DPAS Main Menu.

CH?2 28
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Introduction To The Catalog

Introduction To The Catalog

The DPAS Catalog carries the general or common characteristics of a type of asset. A National Stock
Number (NSN), Management Control Number (MCN) or a Part Number must identify each type of asset.
There is a link to the Army Supply Bulletin 700-20, which is a portion of the FedLog. If the NSN is found
on the SB 700-20 the information will populate the fields on the Catalog automatically. For Army users,
this data cannot be changed. For all other users, changes can be made to any field. There is also a link to
the Army Master Data File (AMDF).

The crucial data elements that control the size and scope of the catalog are the Generic Nomenclature and
the Nomenclature. The level of description entered can either increase or decrease the number of Catalog
records needed to track the assets on the Property Book. IT Equipment is the easiest example of this. If
the level of description stops at the speed of a machine, such as Computer, Pentium 1V, 1.5 GHz, it takes

far fewer Catalog records to track all of the IT assets than if the level of description goes to the hard drive
size, such as Computer, Pentium 1V, 1.5 GHz, 160G hard drive. In the first example, the 1.5 GHz Pentium
IV's are tracked under the same Stock Number. In the second example, it takes several Stock Numbers to
track the 1.5 MHz Pentium IV’s, one for every change in hard drive size.

Another deciding factor is whether the manufacturer name and part number is part of the Generic
Nomenclature. It is recommended that this information NOT be part of the nomenclature because DPAS
has a process to supplement the catalog that allows the users to track multiple Manufacturer Name and
Part Numbers for a Stock Number. This allows the use and tracking of far fewer Stock Numbers but still
has the visibility of the Make and Model of every asset. A simple example would be a 3/8" Drill. There
could be two Stock Numbers built, one for a corded version and one for a cordless. Then Manufacturer
information could be built against these Stock Numbers. On the other hand, many Stock Numbers could
be built, one for each Manufacturer, e.g., Craftsman, DeWalt, Porter-Cable, Makita, etc.

At the Catalog level the user determines if the assets under a particular Stock Number are managed by
serial number or by bulk quantity. Once one asset is placed on the Property Book, this field cannot be
changed. To change the field, all of the assets must be removed from the Property Book. Then the field
can be changed and all of the assets placed back on the Property Book.

Financial reporting also begins with the Catalog. The Type Asset Code, Asset Code and the Equipment
Depreciation Code identify what general category this equipment falls into, such as IT equipment,
Commercial Vehicles, etc. The Type Asset Code is crucial because only General PP&E assets depreciate.
Heritage and National Defense Equipment do not depreciate regardless of their cost.

There are TWO interfaces with criteria for reporting that are established on the Catalog. The Army CBS-X/
UIT interface is controlled by the RICC and the CIIC and DoDSASP code control the DoDSASP reporting.
If the user wants to use the Maintenance and Utilization processes in DPAS, the Service Code must be set
on the Catalog. Once this is set, basic information can be established to allow DPAS to compare the usage
of the asset against the benchmark.

CH2 35
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Introduction To The Catalog

Some Agencies/Services have developed a Catalog of assets that the entire Agency/Service is to use.
Some of these Agencies/Services have multiple DPAS databases. To support this structure DPAS can
assign one database as the Master Catalog. Then the other databases are designated as Subordinate
Catalogs. The Subordinate Databases cannot add records to their Catalogs. When a record is added to
the Master Catalog the record is also added to the Subordinate Catalogs. The Manufacturer Name/
Manufacturer Part Number File can also be controlled in this manner. It is up to each Agency/Service
whether they want the Master Database to control the Manufacturer Name/Manufacturer Part Number File.
If the file is controlled, then it works in the same manner as the process for the Catalog File. There are
good reasons that an Agency/Service may not want to control the Manufacturer Name/Manufacturer Part
Number File. One of them is that there are so many Manufacturer/Part Number combinations that it may
be overwhelming to centrally manage all of them.
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Adding A Catalog Record

Adding A Catalog Record
MODULE: Catalog

INTRODUCTION

If you have determined that a Catalog record does not exist for your asset, then you will need to
follow your activity’s procedures in adding the record.

See the References tab for examples of your Activity’s Sample Catalog Request Forms.

OBJECTIVES
None
PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Catalog icon, or select Catalog from the menu bar.
2. Select Catalog Actions from the program group.
3. Select Catalog from the program list.

<

Catalog
Catalog Actions #|  Catalog
ﬁ MFr Prt Mo
ass Changes

¢ Reef Publication

Inkerfaces »  Expanded Desc

Reports b SKO/BILAAI Cnfg

Inquiries 3

Help
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Adding A Catalog Record

— STEP 1:
2
|| ir Pasi ¢ Click the browse button to search for the
Stock Nbr: [ | EapDese stock number either on the Catalog Table
| FRefPub or on FED LOG.
[ SRO/BIAAT |

New MCN

0K I Clear Exit

\)O\ NOTE:
A\ > If you already know the stock number, but it is not yet on your Catalog, simply enter it in the
\% field. If your Activity interfaces to the SB 700-20, DPAS will read the SB 700-20 Table to see
if there is a Stock Number match. If a match exists, then DPAS will automatically populate
the Add screen with the information from that table. Otherwise, you will need to supply the appropriate
information.

STEP 2: Stock Number I
~DPAS Catalog—— [ FED LOG Catalog
Catalog Group Boxes: ' Nomen ' Nomen
/LIN " F§C
a. If you are searching the DPAS Catalog or the FED " Stock Nbr £ NIIN
LOG Catalog, select the field you want to search by.
b. Whichever data field you selected to search by, . e o
enter the data you are searching for.
LIN: [
Nomen: I
Stock Nbr: I

[ 0K E Clear | Cancel |

DPAS Catalog FED LOG Catalog

Nomen: Will allow you to search for a particular Nomen- | Nomen: Same as DPAS Catalog
clature and will allow for wildcard searches

LIN: Will allow you to search by LIN. FSC: Will allow you to search for a particular Federal Supply Class.
If you click on the binoculars, it will bring up the FSC Search to allow
you to search by Code or Description.

Stock Nbr: Will allow you to search for a particular stock | NIIN: Will allow you to search for the National Item Identification
number. Number. This number is a seven-position number serially assigned
to each supply item having an approved Federal Item Identification.
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Introduction To Authorizations

This module is used to track the allowances for assets and to provide a link between the on-hand item and
the authorization for the item. The use of the Authorization Process is optional for some users, but if your
Activity uses it, an Authorization must be built for each asset.

An Authorization can be built against a Line Item Number (LIN) or a Stock Number. The LIN or Stock
Number must exist on the Catalog before the Authorization can be built.

DPAS validates the structure of the Authorization Document Number to ensure it is in accordance to
regulations. Therefore, if the authorization is to be a TDA authorization, the Authorization Document
Number must follow the format of TDA + Two Characters + UIC. The two characters are the Command
Designator of the site (TC, FC, etc). There is also an edit between the Authorization Document Number
and the Property Type Code. If the Authorization Document Number begins with TDA, the Property Type
Code will be a 4, TDA. If the Authorization Document Number is CTA 50-900, the Property Type Code will
be a 2. If the Authorization Document Number begins with MTE, the Property Type Code will be an 8. The
edit also eliminates values from the Property Type Code. If the Authorization Document Number does not
begin with TDA, then the Property Type Code cannot be a 4.

When an Authorization is built, it is assigned an Authorization Control Number. This is a system-generated
value that identifies the Authorization. In all other modules of DPAS, the Authorization Control Number
will be used to tie the Asset to the Authorization.

To identify an asset as a Substitute for an Officially Authorized Asset you build the Authorization for the
Officially Authorized Asset. Then place the Authorization Control Number from the Officially Authorized
Asset on the Substitute Asset. The Substitute Asset (LIN) does not have an Authorization Record built. It
attaches to the Authorization of the Officially Authorized Asset.

There is an interface to the Army LOGTAADS that allows the user to download their Authorization data.
The Authorization data can be Imported to the database for viewing purposes only or the user can have
the Interface update the Authorization automatically. There should be extreme caution taken before the
automatic update of the Authorizations is used. If the LOGTAADS data does not match the Authorizations
that are present in DPAS the interface will create records. These records may be duplicates of
Authorizations already built but one data element does not match exactly.
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Adding Authorizations

Adding Authorizations
MODULE: Authorizations

INTRODUCTION

This module is used to establish allowances for assets and to provide a link between the on-hand item
and the authorization for obtaining that item.

This module allows the user to add, change, or delete a record to the Authorization Table. DPAS
validates authorization entries to ensure they are consistent with business processes. Authorization
identification is perpetuated through DPAS via the authorization control number. The authorization
process provides the capability to process adds, changes, deletes, and mass changes.

PREREQUISITES

Before proceeding with this task, the user must review and become familiar with their Activity’s
directives. In addition, the user shall obtain authorizations from the Commanding General/
Commanding Officer or his/her appointed Personal Property Manager before performing any DPAS
operations.

STEPS TO PERFORM ACTION

1. Select the Authorizations icon, or select Authn from the menu bar.
2. Select Authorization Actions from the Authorizations program group.
3. Select Approved Authn from the Authorization Actions program list.

Authorizations

Autharization Ackions Approved Authn

T TD# Paragraph Kby
& T Rematks
Interfaces }  Request Authn
Subst LIM Percentage Fill
Reports 3
Inquiries 3
Help
HINT!

ég The authorization process must be completed prior to adding the item to the property book.
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Introduction To The Document Register

Introduction To The Document Register

The Document Register is used to track all documents that affect the balance of the Property Book. All
requisitions and the status of those requisitions can be tracked. The permission to transfer an asset or
change a major aspect of the asset can be tracked. The above Documents can be tracked manually or the
Register can be interfaced with a Supply System to pass the Requisitions and Status automatically.

The use of the Document Register is optional for some users. If the Document Register is to be used then
a Document Register record is Mandatory for all transactions that affect the balance of the Property Book
and Bar Code/Serial Number changes.

The Document Number can be entered manually by the user or the system can generate the next
sequential Document Number. The user has the ability to divide the Document Register into “Blocks”. The
“blocks” must be established in the Utilities Module before the Document Register can be used. The
“blocks” are used to divide the Document Numbers into groups, such as Expendables, Non-Expendables,
IT or Ammunition.

The Request for Issue described in this section allows the tracking of a request for the purchase of an
asset. This would only be used for the purchasing of a new asset, not a transfer of an asset from another
Government Agency/Service.

The Request For Issue data elements are the Standard FEDSTRIP/MILSTRIP data elements. There are
additional fields that allow the user to enter more information about a Document that would not be passed
to the Supply System. These are the fields on the second page. Depending on the Supply System the
user is interfacing, the fields on the Request For Issue will have different edits and may display different
values in the Drop Down Lists.

On the second screen there is an Authorization Control Number field. When a Request for Issue is
processed, the Due-In quantity will be displayed in the last section of the Hand Receipt Report sorted in
Authorization Sequence. If the user wants to have the Due-In quantity displayed in the body of the report
with the Authorized LIN of the asset, the Authorization Control Number must be entered on the Document
Register.
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Requesting A Document Number

Requesting A Document Number
MODULE: Document Register

INTRODUCTION

This module develops a register that assigns numbers for requisitioning and tracking personal
property accountability actions. Document Numbers are either entered manually or assigned
automatically. The document register function provides an automated tie-in to hand receipt
processing.

This section allows the user to assign a Document Number to track a piece of equipment that is on
order.

PREREQUISITES

Before the DPAS Automated Document Number Assignment feature can be used, the document
number range and associated Block must be established on the Document Number Range table. This
table is located in the DPAS Utilities Module.

STEPS TO PERFORM ACTION

1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Supply Requests from the Document Register program group.
3. Select Issue from the Supply Requests program list.

H
Document
Update Actions b Turm-in
Detal TunInrangfer » Miscellaneaus Actions
etail Turn-In/TransFer
Modify/Cancel/Folaw-up
Intetfaces b
Reparts b
Inquiries b
Help
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Requesting A Document Number

Key Data

uic: N J Document Number Assignment
¥ Automated
DIC: I j " Manual

L= <]

1

Stock Nr; J
K|

Clear | Exit |

STEP 1:

UIC: Enter your UIC.

b. DIC: From the drop down list box, select the
appropriate Document Identifier Code for the
item for which you are getting the document
number.

c. Stock Nbr: Enter or browse for the Stock

Nbr. The Stock Nbr must be consistent with
the DIC that you selected. For example, if you
enter a true NSN (13-position numeric
characters), then your DIC must be for an
NSN. If your Stock Nbr is an MCN (13-
positions, but there is an alpha character in the
7th position), then the DIC must be for Other
Domestic or Exception Data Domestic. If your
Stock Nbr is a part number, then the DIC must
be for a Part Nbr.

d. Document Number Assignment Group Box: Select the appropriate document number
assignment. Automated: DPAS will automatically generate a document number once you process
the transaction. Manual: This will be user defined.

e. Click OK.

STEP 2:

L. 3 ~Key Data D Regi

a. Doc Nbr: If your Activity interfaces uic: T
with SARSS-O AND you selected to Dic: - ' .
assign your document number Stock Nbr: :
automatically, this field will populate S e _ —
with the unit’s DoDAAC. If your Activity HRH_N'"' | El B He
does not interface with SARSS-O AND Media Sts Cd: Stock Nbr:
you selected to assign your document ut | o |
number automatically, you will need to Demand Cd: | = supp address: |
enter your DoDAAC. Signalcd:  |° ~ShipsBill Ranr =l Fund camppn: | ]

Dstrn Cd: l_ Prj Cd: I [~ Postpost
If you selected to manually assign your PD: | =l roo: [ ]
document number, enter your document
number. Page 1 of 2 Next Page | Save | Cancel | Exit
b. Block: Click the browse button to display the blocks of document numbers for assignment.

HINTS!

% e A complete Document Number is only mandatory if the Manual Document Number
Assignment was selected in Step 1.
e BLOCK is only mandatory if the Automatic Document Number Assignment was selected in

Step 1.

¢ When assigning a manual document number, you CANNOT assign the number using a
Julian date equal or greater than the current Julian date. This prevents a duplicate docu-

ment number from being entered.

CH 2
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Requesting A Document Number

c. HRH Nbr: Enter the appropriate Major Hand Receipt Holder Number and/or Sub Hand Receipt Holder
Number.
d. RIC: Enter the Routing Identifier Code. This field will not be mandatory for Activities that interface
with SARSS-O.
e. Media Sts Cd: Select the appropriate code that describes the type of status report, who receives it,
and method of status. Refer to References for the appropriate codes.
f. Qty: Enter the quantity being ordered or the quantity from the receipt documentation.
g. Demand Cd: Select the type demand for the item. Refer to References for the appropriate codes.
h. Supp Address: If you are identifying an alternate address for shipping and/or billing, enter the
appropriate address.
i. Signal Cd: Select the appropriate code to identify where the item(s) is to be shipped as well as who
to bill. The default is displayed. Refer to References for the appropriate codes.
j.  Fund Cd/Appn: Click on the browse button to display the valid Fund Codes and/or Appropriation
Allotment Serial Numbers. Select the appropriate code(s) for the item.
k. Dstrn Cd: Enter the delivery point, distribution/end item or type requirement code, if applicable to
your Activity.
I.  Prj Cd: If this item is being used for a specific project, enter the appropriate project code.
m. Postpost: Check this box if the asset has already been received and there is no requirement for the
requisition to be transmitted to the Supply Support Activity.
n. PD: Select the appropriate Priority Designation for your Activity from the pick list. Refer to
References for the appropriate codes.
0. RDD: Enter the 3-position Julian date that indicates the Required Delivery Date of the item.
p. Click Next Page.
::‘?.Requestforlssue — !El STEP 3:
aaoree et | = acqcoss | a. _Advice_ Cd: If you have special
cona o | o instructions for the SSA, select the
N"':n i Ahn =R appropriate code from the pick list.
: Refer to References for the appropriate
Expt1d Cd: | =l statca: | [~ codes.
b. Acq Cost: Enter the expected cost of
o I the item. This field will display the Unit
Rt Text: ] Taskca: | Cost from the Catalog Table, if one was
Reparable Gt | o entered. This field will also carry over to
the End Item Increase screen when you
sitecd: | ] LocalUse: | add the item to the Property Book.
Remarks: | c. Cond Cd: If this field is accessible, you
Page 2 uf 2 Prev.Page | Save | Cancel | Exit | can select the Condition Code for the
item.
d. Authn Ctl Nbr: If your Activity uses authorizations, it is recommended that you enter your

CH 2

Authorization Control Number for the item so that your due-ins appear correctly on your Hand Receipt
report. If your Activity does not use authorizations, this field will not be accessible.

If the user wants to have the Due-In quantity displayed in the body of the report with the Authorized
LIN of the asset, the Authorization Control Number must be entered on the Document Register.
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Adding Items To The Property Book
MODULE: Hand Receipt

INTRODUCTION
This process is used to add newly procured items to the DPAS Property Book.

PREREQUISITES

Before the asset can be added to your property book, the item must be on the Catalog table.

If your Activity uses the Authorizations, you will need to have an authorization for the item. Refer to
Chapter One, Adding Authorizations.

If your Activity uses the Document Register, you will need to obtain a document number for the item.
Refer to Chapter One, Requesting A Document Number.

If you are auto assigning your bar codes, a bar code prefix will need to be established. The Property
Book Officer usually establishes these codes. This process can be found in Chapter Seven.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.
3. Select Increase from the program list.

Hand
Receipt

End Item Actions Increase

Canmponent Sctions 4 Decrease

Bar CdjSer Mbr Change Lateral Transfer

HRH Pending Turn-In/Transfer S —

DatabaseflUIC Transfer Actions  # ranster
Selected Change

MFr ke Change o

Bulk Asset Price Adjustment pckMbrthange
Price Adjustment

Mass Changes b e

Majfsub Hand Receipt Holder

Warranty)Sve/Loan/Lease

SEQJBIIAAT Invenkary

Excess ackions 4

Irventary Actions 4

Interfaces b

Reports 4

Inquiries b

Help
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Adding Items To The Property Book

x|
?
— Type Action =
Cmpm Incr
* MNew Procurement " Admn Adj Rpt [AAR] Depr Chg
" Transfer In  Ammunition MaintAct
 Rewersal SKOTBIAS
SWarranty.
Req for Issue
™ Bulk Asset —_—
MisciAct
uIC: | | Docnbr | o
Bar Cd: Prefix ... | | I~ Auto Assign
Stock Nbr: | |
Serial Nbr: I [ Multiple Entries
0K Clear | Exit

b. Bulk Asset: Check this box if the asset is bulk managed.
the item must be cataloged with a Management Code of B (bulk managed).

UIC: Enter or browse for your UIC. You can set User Defaults to automatically display this field).
Doc Nbr: Enter or browse for the Document Number for the asset.

oo

STEP 1:

a. Type Action Group Box: Select the
appropriate action for increasing the

asset.

Type Actions

New Procure-
ment

New purchase

Transfer In

Item is being transferred in
from another Activity.

Reversal

This is an “undo”. If the
item was removed
erroneously, an increase
reversal would be used to
add it back on the property
book. Keep in mind that you
MUST use the document
number that was used when
the item was removed from
the property book.

Admn Adj Rpt
(AAR)

This may be used for items
that were found on
installation, or to pick up an
item that was reversed off
the property book, etc.

Ammunition

Used to add ammunition to
the property book (for Army,
this requires a DA Form
581).

In order to use the Bulk Asset check box,

e. Bar Cd: If your Activity bar codes assets, enter a bar code for the item. If not, leave this field blank.

Prefix...: If your Activity bar codes assets, you can establish prefixes to use to have DPAS
automatically assign your bar codes. Prefixes are established in the Utilities module. If you
clicked on the Prefix button, the Auto Assign check box is automatically checked. You cannot let

DPAS auto assign your bar codes without a prefix being established.

f. Stock Nbr:
Serial Nbr:
Click OK.

@
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Enter or browse for the stock number of the item.
Enter the serial number of the item.
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Adding Warranty/Service Information

STEP 1:
2
Bar Cd: ] Local Id Nbr: a. Bar Cd: If your Activity uses bar codes,
ot - 50 | . enter the bar code of the asset, otherwise:
Enter the Stock Nbr and the Serial Nbr of
o] Clear | Ext | the asset.

b. Local Id Nbr: If the item has been assigned a local identification number (such as a bumper number
for vehicles), this number can be entered instead of the Bar Code or the Stock Nbr/Serial Nbr

combination.
c. Click OK.
STEP 2:
wswarranty/Service/Loan Lease Add/Chg/Del
a. Warranty/Svc Cd: Click on the drop ,h' =R i
down list button. If you are establishing & !
a warranty, select Warranty. [ e o
. . R Serial Nbr: Local Id Nbr: Util Cd:
If you are establishing service, select Stock Nbr Nomen:
Service.
Warranty/Service
b. Expr Rpt Cd: Click on the drop down |Wananyisve ca | e gt ca: | =
list button. Select the appropriate
number of days in advance of the CotPO Nbr: | StarfExpr Dt | [zl =
warranty/ service agreement expiration LoanfLease
date that an as_set will appear on the Exprrotcd: | Hlstanmrnel g | &
Warranty/ Service/Loan/Lease Report.
c. warranty Hrs/MiIeS: Thls fleld WI” et 0;:Iated Dalal Delete | Next Page | Add | Cancel | Exit |
only display if the asset has been — — — — — —

cataloged with a Utilization Code of
hours or miles. In such a case, enter the number of warranty miles or hours.

d. Cntr/PO Nbr: Enter the contract or purchase order number, if available.

e. Start/Expr Dt: In the first box, enter the date the warranty or service started for the asset. In the
second box, enter the date the warranty or service is to end for the asset.

Loan Lease Group Box:

f. Expr Rpt Cd: Click on the drop down list button. Select the appropriate number of days in advance
of the loan/lease agreement expiration date that an asset will appear on the Warranty/ Service/Loan/
Lease Report.

g. Start/Expr Dt: In the first box, enter the date the loan or lease started for the asset. In the second
box, enter the date the loan or lease is to end for the asset.

h. Click Next Page.

CH?2 101
1 October 2004



Adding Warranty/Service Information

, —— " " [
w9 Warranty,/Service/Loan Lease Add/Chg/Del STE P 3 L]

el =
a. POC: Enter the point of contact for the
prendar vendor.
poc: | S 00 b. Phone: Enter the vendor’s phone
number.
Name: | c. Name: Enter the name of the vendor.
ena— d. Address: Enter the address of the
vendor.
e. Remarks: Enter any remarks, if
Remarks: desired.
f. Click Add.
Page 2 of 2
Related Datal Delete | FPrev. Page | Add | Cancel | Exit |

The Transaction Processed dialog box will be displayed.

g.

Click OK.

You will be returned to the Key Data screen.

h. Click Exit.
Cl ina W ty Inf ti
1. Enter the Bar Cd (if you are using bar codes) OR enter the Stock Nbr AND Serial Nbr of the item you

are changing. If you have assigned a Local Id to the item, you can enter that instead of the Bar Code
or the Stock Nbr and Serial Nbr.

2. Click OK.

3. Make the necessary change(s).

4. Click Change.

Deleting a Catalog Record

1. Enter the Bar Cd (if you are using bar codes) OR enter the Stock Nbr AND Serial Nbr of the item you
are changing. If you have assigned a Local Id to the item, you can enter that instead of the Bar Code
or the Stock Nbr and Serial Nbr.

2. Click OK.

3. Click Delete.
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Adding A New Hand Receipt Holder And/Or Sub
MODULE: Hand Receipt

INTRODUCTION

This process is used to add a new Hand Receipt Holder and/or a new Sub Hand Receipt Holder.

If you are using the Authorization Module and are tracking the Authorizations down to the Hand
Receipt Holder level, you must enter a TDA Paragraph Number. This TDA Paragraph Number must be
unique, it cannot be on any other Hand Receipt Holder. If you are building a Sub Hand Receipt Holder
you must leave the TDA Paragraph Number blank. The Sub Hand Receipt Holder uses the TDA
Paragraph Number of the Major Hand Receipt Holder to which it is attached.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Maj/Sub Hand Receipt Holder from the program group.

Hand
Receipt

End Item Actions

Companent Actions

Bar CdSer Mbr Change

HRH Pending Tutn-In/Transfer
DatabasefUIC Transfer Actions
IFr Key Change

Bulk Asset Price Adjustment

Mass Changes

Maijfsub Hand Receipt Holder

‘Warranky(Svc/LoanLease

SKOYBILAAT Inventory

Excess Actions

Inventory Actions

Intetfaces

Reparts
Inquiries

Help
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Adding A New Hand Receipt Holder And/Or Sub

Key Data STEP 1:
]
uIC: | _| a. UIC: Enter or browse for your UIC.
b. HRH Nbr: In the first block, enter the NEW HRH Nbr
HRH Nbr: I I J you are adding (between 1-6 alphanumeric characters).

Leave the second block blank.
ok | clear | Ext | | c Click OK.

% HINT!

s24=~ You cannot establish a Sub HRH until afterthe Major HRH has been established on the Hand

Receipt Table.
STEP 2: Hand R;%iptuulder Add/Change/Delete B =1o] ﬁ
EERE ;
a. TDA Para Nbr: If your Activity is E::;°DL':"E"‘°W el iy
required to use TDA Paragraph Numbers, | ue: HEEH N
enter the TDA for the Hand Receipt e Ta
HOIder' . Office: l— Office Name: |
b. HRH Loc: Enter the location of the hand  |uaHname: | I Contractor
receipt holder. HRH Phone Nbr:| I~ HRH Transfer Authority
c. Office: Enter the office/code of the hand  PsN FaXNbr |
receipt holder. el
d. Office Name: Enter the office name of Alt HRH Name: |
the hand receipt holder. i
e. HRH Name: Enterthe nameofthehand  owern: [ g5
receipt holder. Remarks: |
f. Contractor: If the hand receipt holder is Detete | Change | Cameel | Exat |
a contractor, check this box.
g. HRH Transfer Authority: Check this box IF you want the hand receipt holder to have authority to

transfer items. This is only for hand receipt holders that have access to the HAND RECEIPT
HOLDER module (not Hand Receipt).

h. HRH Phone Nbr: Enter the phone number of the hand receipt holder.

i. DSN: Enter the DSN telephone number of the hand receipt holder, if applicable.

j.  FAX Nbr: Enter the Fax number for the hand receipt holder.

k. E-Mail Address: Enter the email address for the hand receipt holder.

I. Alt HRH Name: If there is an alternate person who is to sign for items when the major hand receipt
holder is unavailable, you can enter the name of the alternate HRH. This is optional.

m. Alt Phone Nbr: Enter the phone number of the alternate HRH.

n. Order Dt: Enter the date that the hand receipt order was effective. You can click on the calendar
button to select the date. The date must be in YYYYMMDD format.

0. Remarks: Enter any applicable remarks.

p. Click the Inventory Dates tab.
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g!Maji-‘:;h Hand Receipt Holder Add/Change /Delete N ] 4 STEP 3:
.
= it o a. Inventory Dates: When a new HRH is
( uic: HRH Nbr: ‘ created, the dates are automatically
HRH generated. The current date is displayed in
( Lastinv Dt B NeainwDueD: = ‘ the Last Inv Dt and the Next Inv Due Dt
Authorization will display the date the next inventory is due
( LastInv Dt Bl NediwbueD: = ‘ based on your service’s policy. For example,
etz YRy o] A if you are Army, it will populate with one year
( iDL Bl NextinvDueDt B ‘ out. If you are Navy, it will populate with
Sensitive Other than Weapons and Ammunit three years out. These dates can be
’V Last Inv Dt: @ Next Inv Due Dt: @ ‘ Changed_
Cryptographic b. Click the Contract Info tab (only if the
( et Dt BE NedinvDueD: = ‘ hand receipt holder is a contractor;
Delcie | add [Gamed] Bt | otherwise, click Add).

STEP 4: *3Maj/Sub Hand Receipt Holder Add/Change/Delete =l
.
Use this information ONLY if the hand receipt holder :m e Dites [CTHE
Is a contractor. c:: F(‘) Nbr: | Divy OrderNbr:[
Cntr StarfExpr Dt: ] =
a. CntrId: Enter the contractor identification. ?F‘: -
This field is mandatory when adding contractors. o [ moperyhdmpmmnne
b. Cntr PO Nbr: Enter the contract purchase order ?:P:y:dl:n E-mail Address| Dy
number. Remarks:
c. Dlvy Order Nbr: Enter the specific order num-  [corpName: |
ber used under an umbrella delivery order. This [T
applies to contracts. City:
d. COR: Enter the government property State: Z|apca
representative of the Contract Administration O 9150w Flane
Office. Delete Add | Cancel | Exit
e. Property Admn: Enter the individual who is the
authorized property representative.
f.  COR Phn Nbr: Enter the phone number of the Contracting Officer's Representative.
g. Property Admn Phn Nbr: Enter the phone number of the Property Administrator.
h. Property Admn E-Mail Address: Enter the email address of the Property Administrator.
i. Remarks: Enter any valid remarks.
j. Corp Name: Enter the official name of company/corporation listed on the contract.
k. Divsn Name: Enter the division name of the company/corporation listed as the reporting contractor.
I. Address: Enter the address of company/corporation listed as the reporting contractor.
m. City: Enter the city of company/corporation listed as the reporting contractor.
n. State: Enter the state of company/corporation listed as the reporting contractor.
0. ZIP Cd: Enter the zip code of company/corporation listed as the reporting contractor.
p. Name of Gov Plant: Enter the plant or facility that is Government owned and Contractor operated.
g. Click Add.
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Adding A New Hand Receipt Holder And/Or Sub

The Transaction Processed dialog box will be displayed.
r. Click OK.

You will be returned to the Key Data screen.

s. Click Exit.

Addin Hand Receipt Holder

Once a major hand receipt holder is established, a sub hand receipt holder can be created for the major
HRH.

On the Key Data screen, enter or browse for your UIC.

Enter or browse for the major HRH for which you are assigning the sub HRH.

In the second block for the HRH Nbr, enter a 1-3 alphanumeric code for the sub HRH.
Click OK.

Change the information for the major HRH to the information for the sub HRH.

Click Add.

ouhkwNEH

~~5» HINTS!
é%ﬁ Refer to the Navigating DPAS section, Setting User Defaults to automatically display your Hand
Receipt Holder Number wherever the HRH Nbr is to be input.

Use this screen to manage inventory dates. These dates will be set to zeros upon conversion and once
an inventory is done, these dates will be updated. You can change these dates at anytime. The dates
do not schedule any inventories. These dates are for management and historical purposes only.

hanging Major Hand Receipt Holder Information
1. On the Key Data screen, enter or browse for your UIC.
2. Enter or browse for the major/sub HRH you are changing.
3. Click OK.
4. Make any necessary changes.
5. Click Change.

Deleti Maior/Sub Hand Receiot Hold

Before you can delete a major/sub HRH, there can be no assets on hand or due in to the HRH.

1. On the Key Data screen, enter or browse for your UIC.

2. Enter or browse for the major/sub HRH you are deleting.

3. Click OK.

4. Click Delete.
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Adding Multiple Items To The Property Book

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.
3. Select Increase from the program list.

Hand
Receipt End Item Actions Increase
Component Actions 4 [ecrease
Bar CdfSer Mbr Change Lateral Transfer

HRH Pending Turn-InfTransfer

HRH Transfer
DatabasefUIC Transfer Actions »

Selected Change
MFr Ker Change

Stock Mbr Change

Bulk dsset Price Adjustment

Price Adjustment

Mass Changes »
MMaij/Sub Hand Receipt Holder
WarrantyfSvc/Loan/Lease
SKOBILAAL Inventaory

Excess Actions 4
Inventory Actions 4
Interfaces »
Repaorts 3
Inquiries 3
Help

Bar Cd:

Prefix ... [” Auto Assign
Stock Nbr: [ [

Serial Nbr: |

[~ Multiple Entries

oKk | Clear | Exit

CH 2
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STEP 1:
5I | ]
T Acti &
~Type Action .
- - _ Cmpn Incr a. Type Action Group Box: Select the
= New Procurement Admn Adj Bpt IS8R} T Rerrci appropriate action for increasing the asset.
" Transfer In " Ammunition Maint Act
 Reversal | Sl | New Procurement - New purchase
iairanty | Transfer In - Item is being transferred in
I Bulk Asset W from another Activity.
= Reversal - This is an “undo”. If the item was
uic: | DocNbr | ] removed erroneously, an increase reversal

would be used to add it back on the property
book. Keep in mind that you MUST use the
document number that was used when the
item was removed from the property book.
Admn Adj Rpt (AAR) - This may be used
for items that were found on installation, pick
up an item that was reversed off the property
book, etc.

Ammunition - Used to add ammunition to
the property book (for Army, this requires a
DA Form 581).
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Adding Multiple Items To The Property Book

b. Bulk Asset: Do not check this box.
c. UIC: Enter or browse for your UIC. You can set User Defaults to automatically display this field.
d. Doc Nbr: Enter or browse for the Document Number for the asset.
e. Bar Cd: If your Activity bar codes assets, enter a bar code for the item. If not, leave this field blank.
o Prefix...: If your Activity bar codes assets, you can establish prefixes to use to have DPAS
automatically assign your bar codes. Prefixes are established in the Utilities module. If you
clicked on the Prefix button, the Auto Assign check box is automatically checked. You cannot let
DPAS auto assign your bar codes without a prefix being established.
f. Stock Nbr: Enter or browse for the stock humber of the item.
g. Serial Nbr: Enter the serial number of the item.
h. Check the Multiple Entries check box.
i. Click OK.
STEP 2:
a. HRH Nbr: Enter or browse for the ey Data e
appropriate HRH Nbr. Sorio Nbr: Doc Nbr
b. Acq Cost: Enter the actual cost of each | stacknoe: Nomen:
item. This MUST be accurate! This e AsTr Boe I G
value will be used to report the cost of ~ urunee | [ | acqcost] 2l
the asset to your Activity’s general Fund cafappn: | ol e M Key: |
ledger accounts. Buthn Ct Nbr: ] AcqDt | B evpe | B
c. Fund Cd/Appn: Enter or browse for ot : vy
the appropriate fund code and/or 2.;?‘ II ﬂ ol
appropriation allotment serial number. o | - o e
d. MfrYr: The default year is the current " ]
year. If this is not the year the item was Page 1 ot 2 Relatod Data| NextPage | Save | Concel |  Ext |

manufactured, you can change it to the
correct year.
e. Mfr Key: Browse for the appropriate manufacturer key. These are established in the Catalog module.
f.  Authn Ctl Nbr: Enter or browse for the authorization control number for the item. The Hand Receipt
Holder number on the authorization MUST match the hand receipt holder number for which the asset
is being assigned.

If you click the browse button for the Authorization Control
Number, this screen will display.

& Authn Ctl Nbr

L You can also leave the field blank and just click OK. This will
display all of the Authn Ctl Nbrs.
Authn €U Nbr: | If you selected to search by the LIN, you must enter at least
T — one position of the LIN.

Once you have found the appropriate Authn Ctl Nbr, highlight
the field and click OK.
oK I Clear | Cancel |

g. Acq Dt: Enter the date the asset was purchased. Policy
varies by Agency.

h. Eff Dt: Enter the date the property book officer/representative signed for the asset. For real property
this is the date facility or improvement accepted. Policy varies by Agency.
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Adding Bulk Assets To The Property Book

MODULE: Hand Receipt

INTRODUCTION

This process is used to add a bulk quantity of an asset to the Property Book. The Bulk Asset check
box must be marked on the Key Data screen, which causes the serial number to be inaccessible and
will generate a bulk bar code when the transaction is processed. NOTE: If the assets are lot
managed, they should be added to the Property Book as bulk assets and the Lot Number field on the
second screen of the Increase Process should be used. It is possible to have multiple bulk records for
the same type of asset on the same Hand Receipt. This is due to having one of the following fields
different from the previous record - UIC, Fund Code, HRH Nbr, Expense Code, Authorization Control
Nbr, Loan/Lease Code, PBIC, Site Code, Location and Lot Nbr. After the stock number and Hand
Receipt Holder number are entered, the user will be shown a list of the bulk records available for that
stock number and hand receipt. Care must be taken to select the correct record.

PREREQUISITES

The Management Code on the Catalog table must be B to indicate the asset is bulk.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.
3. Select Increase from the program list.

Hand
Receipt

End Item Actions

Component Actions »
Bar Cdf3er Mbr Change

HRH Pending Turn-IngTransfer
Database/UIC Transfer Actions  #
Mfr Key Change

Bulk Asset Price Adjustment

Mass Changes 3

Increase
Decrease
Lateral Transfer

HRH Transfer
Selected Change
Stack bt Change

Price Adjustment

Majfsub Hand Receipt Holder

Wiatranty/Sve/Loan/Lease

SKOYBILAAL Inventory

Excess Actions 4
Inventory Actions 3
Inketfaces }
Reparts 3
Inquiries 4
Help
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-~ HINT!
% Even if your activity does not use bar codes,

DPAS will still assign a bulk bar code to bulk
managed items. You can use this number to access
information about the bulk asset.

As additional quantity of the same asset is added, DPAS
will use the SAME bulk bar code as long as the following
information matches the original procurement:

uIC LOAN LEASE
CODE

FUND CODE PBIC CODE
HRH NUMBER SITE CODE
EXPENSE CODE LOCATION

AUTHORIZATION CONTROL LOT NUMBER
NUMBER

If even ONE of these fields is different, DPAS will create
a NEW bulk bar code to identify the new group of bulk
assets.

Corrective Action: To merge two bulk bar code

numbers is to perform an End Item Selected Change
and make the differing data elements the same.
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Adding Bulk Assets To The Property Book

STEP 2:

x| STEP 1:
~ Type Action = I 2l
mpn e - .

= New Procurement " Admn Adj Rpt [AAR) m a. Type Action: Select the type of action
" Transfer In " Ammunition K aint Aot for the asset. .

m b. Bulk Asset: Check this box.
£/ Reversal — c. UIC: Enter or browse for the UIC.

[ e | d. Doc Nbr: Enter or browse for the

Req for Issue

[ Bulk Asset T document number for the asset.

e. Bar Cd: This field is not accessible, but
ve: | | DocNbr| [ will be system generated. Bar codes will
Barcd:  Prefx..| [ I AutoAssign begin with BULK followed by a system

_ generated number.
Stock Nbr: | e f. Stock Nbr: Enter or browse for the
Serial Nbr: | [” Multiple Entries Stock number for the asset.
R Clear | = g. Sgrial Nbr: This field is not accessible.
h. Click OK.

a. HRH Nbr: Enter or browse for the hand ey bata
receipt holder. S o
b. Acq Cost: Enter the individual cost of | . Nomen:
the bulk assets, NOT the total cost. Type Action: Due In Qty:
c. Fund Cd/Appn: Enter or browse for e | =] Aeqcest] =
the appropriate fund code and/or Fundcamppn: [ [ | wieve [ O
appropriation allotment serial number. T N B ot | EWenoe [ [
d. MfrYr: The default is the current year. | wir seriat Nbr: | e
If this is not correct, change the year to oo ca: =
the correct year. ot || j ::;Em I—I
e. Mfr Key: Enter or browse for the SocE | L —
appropriate manufacturer key. LofLe Cd: | L ———
f.  Authn Ctl Nbr: If your Activity uses the Page 1 o1 2 Related Data| NextPage | Save | Cancel |  Ext |
Authorizations module, enter or browse
for the appropriate authorization for the asset.
g. Acq Dt: Enter the date the asset was bought. Policy varies by Agency.
h. Eff Dt: Enter the effective ate for the asset. Policy varies by Agency.
i. Qty: Enter the number of items you are adding.
j. Asset Cd: Select the appropriate asset code.
k. Cptl Cd: This field is only accessible for serial assets.
. Exp Cd: Select the appropriate expense code.
m. Lo/Le Cd: Select the appropriate loan/lease code if the items are to be loaned or leased.
n. Office: Enter your office or code.
0. Task Cd: If you were given a task code by your Finance Office, enter it here.
p. Job Order Nbr: If you were given a job order number by your Finance Office, enter it here.
g. Cntr/PO Nbr: If you are keeping track of the Contract or Purchase Order numbers, enter that
number here.
. Click Next Page.
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“%End Item Increase M=

[ ] P[]
| =

Site Cd:

LotNbr: | (B

R [A -Sucbl(w/o qual) =

ﬂ AsselSlst:l -In Use

STEP 3:

Loc: Enter or browse for the physical
location of the item. This field is
MANDATORY. These locations are
established in the Utilities module.
Sub Loc: Enter a sub location of the

Sending DODAAC:

/]

[
Sysid: [

Transfer Type Cd: I

IPE Nbr: I

Remarks: I
Ref File Name ... ||

Local Use:

asset, if desired.
Site Cd: Enter or browse for the asset’s
storage location. These codes are

established in the Utilities module.
PBIC: Enter or browse for the property
book identification code. These codes
are established in the Utilities module.

Related Datal Prev. Page | Save | Cancel | Exit

Page 2 of 2

e. Lot Nbr: Enter the lot number

assigned.

Expr Dt: Enter the expiration date for time when asset is no longer considered usable for its intended

purpose, or when the authority to operate the asset ends.

Cond Cd: Select the appropriate condition code of the item. This defaults to A - Serviceable

Inbound, Layaway, Not In Use,

g.
(without qualifications).

h. Asset Sts Cd: Enter the status of this item. Valid codes are:
Outbound and the default is In Use.

i. Transfer Type Cd: If the asset is being transferred in, enter the code that identifies the type of
transfer.

j. Sending DODAAC: If the asset is being transferred in, enter the losing Activity’s DODAAC.

k. IPE Nbr: Enter the Industrial Plant Equipment number, if used.

I.  Sys Id: Enter the user-defined system identification number, if used.

m. Local Use: This is a free field.

n. Remarks: Enter any user remarks, if desired.

0. Ref File Name...: Click this button if you want to attach any reference files to the item (i.e., Word
documents, pictures, videos, etc.).

p. Click Save.

The Transaction Processed dialog box will be displayed.
g. Click OK.

You will be returned to the Key Data screen.

Click Exit.

r

You are returned to the Key Data screen.

CH 2
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Notice that when you are returned to the Key Data
screen, DPAS has assigned a Bulk Bar Code number for
the bulk items that you have added.

If you are not going to any of the processes that are
active on the right side of the screen, click Exit to return
to the DPAS Main Menu.

CH 2
1 October 2004

~Type Action

% New Procurement  Admn Adj Rpt [AAR)
" Transfer In " Ammunition

" Reversal

Cmpn Incr
Depr Chg
Maint Act

SKO{BIIfAAI
‘Warranty

v Bulk Asset

Req for Issue
Misc Act

ks [x

uic: R_l Dochbr[ ]
Bar Cd: Prefix ... | BULKDO1711 ¥ Auto Assign

Stock Nbr: | [
Serial Nhr:l I Multiple Entries
oK | Clear | Exit
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Designating The Assets For A UIC Transfer (Losing Organization)

STEP 1:
7
vie: I ] a. UIC: Enter or browse for your UIC.
Doc Nbr: | _| b. Doc Nbr: Enter or browse for your document
number.
[~ Turn-infTransfer Info Change c. Turn-in/Transfer Info Change: If you already

have items on the Detail table and you want to

— a = change the turn-in or transfer information, check this
[ ok ] 2l X' box. Once this is done and you click OK, the only

d. Click OK.
STEP 2: :_:’.Desif'nte Assets for Transfer =101 x|
=

a. Destn Id: This field is displayed from phevibata urmindivansler inlo o
the Document Register. If you need to e e =
change it, you can do so now. li/ne Actinn: Site 1d To: |

b. Transfer Cd: This field is displayed HRH Nbr: uIc To:
from the Document Register. If you i bl -l
need to change it, you can do so now. Barc [ .| aty: I

c. Site Id To: Enter the site id to which Stock Nbr: | Seriat Nbr: | ]
the items are being transferred. e e N ha

d. UIC To: Enter the UIC to which the E
item is being transferred. This field is
only accessible if the document number
is a lateral transfer. =

e. Transfer Type Cd: Click on the drop T e [T [ T Exit |
down list box to display the valid transfer
type codes.

f. Bar Cd: Enter the bar code of the item you will be turning in or transferring.

g. Stock Nbr: Since your Activity uses bar codes, leave this field blank.

h. Serial Nbr: Since your Activity uses bar codes, leave this field blank.

i. Qty: If the item has a serial number, you do not need to enter anything in this field.

j. Click Add.

fields accessible on the process screen are Destn Id
and Transfer Cd.

~5 HINT!

224~ You can browse for the exact serial number you are designating.

)

You can also multiselect items within the same Stock Number. To do this, enter the stock number
instead of entering the bar code. Then browse for the serial number. All the serial numbers that
are within the selected stock number are displayed and will allow you to select one or multiple.

CH 2
1 October 2004

201



Designating The Assets For A UIC Transfer (Losing Organization)

The Transaction Processed screen is displayed.

k. Click OK.

If there are more items that you are designating for transfer, repeat steps f through j until you have added
all the items you are turning in or transferring.

If you want to view a list of components for item(s) you have designated, click on the View Cmpn button.

& HINT!
% If you designate the wrong asset, you can highlight it and remove it.

After designating the asset/assets you can exit the process.

I.  Once you have all the items added in this window, click Exit to complete this process.

You will be returned to the Key Data screen.
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STEP 2:

a. Doc Nbr: Enter the document number
that you used to add the asset to the
property book.

b. Qty: For bulk items, enter the quantity
that you want to reverse.

c. Eff Dt: This date is displayed with the
date the hand receipt holder signed for
the item. It can be changed, if
necessary.

d. Remarks: Enter any remarks as
required by your Activity.

e. Click Save.

The Transaction Processed dialog box will be
displayed.

f. Click OK.
You will be returned to the Key Data screen.

g. Click Exit.

CH 2
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9 End Item Decrease i oy ] 3
&P T : .

Bar Cd: uic:

Serial Nbr: HRH Nbr:

Stock Nbr: Nomen:

Type Action:

Doc Nbr: I‘ Qty: Qty on Hand:

Efpt | @ Acq Cost: |

Receiving DODAAC: I Transfer Type Cd: I j

[~ Write Off Selling Price: |

Remarks:

Related Data Save Cancel Exit



Reversing A Decrease Action

Reversing A Decrease Action
MODULE: Hand Receipt

INTRODUCTION
This process is used to reverse an item that may have been erroneously decreased off of the property

book. Use the original document number from the decrease action in the increase process to correct
the error.

w‘)"“\ NOTE:

\ > You cannot use this process to reverse a reversal action.
\

PREREQUISITES

The record must exist on the history table as being decreased prior to performing this process.

If you are auto assigning your bar codes, a bar code prefix will need to be established. The Property
Book Officer usually establishes these codes. This process can be found in Chapter Seven.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.
3. Select Increase from the program list.

Hand
Receipt
End Item Actions Increase
Component Actions by Decrease
Bar Cd/Ser Nbr Change Lateral Transfer

HRH Pending Turn-In/Transfer

HRH Transfer
Database/UIC Transfer Actions  *

Selected Change
Mfr Key Change

Stock Mbr Change

Bulk Asset Price Adjustment

Price &djustment

Mass Changes }
Majfsub Hand Receipt Holder
Warranty/Svc/LoanfLease
SKOYBIIfAAT Inventory
Excess Actions 4
Inventary Actions 4
Interfaces »
Reports b
Inguiries 4
Help
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Manually Update Status
MODULE: Document Register

INTRODUCTION
This section outlines the procedures for manually updating the status of a supply request. An
example of why you would manually post status is if you purchased an item from a local vendor and
they sent you status on your order. You may also get off-line status from your SSA which you will
need to post manually.

PREREQUISITES
None

STEPS TO PERFORM ACTION

1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Update Actions from the program group.
3. Select Status (Manual) from the program list.
=]
Document
Register
Supply Requests 3 |
Update Actions Change/Cancellation|Close-out
; Skatus (Manual)
Detail Turn-In/Transfer »
Irterf N Annual Cmplkd Req & Hist Del
eraces Crpled Ackions Hist Del
Reports ¥ AMCISS Back Order Rekn
Inguiries [
Help
STEP 1:
&
uic: | [=] a. UIC: Enter or browse for your UIC.
Doc Nbr: | [ b. Doc Nbr: Enter or browse for the document number for
which you are posting status.
ok | cear || & || ¢ Click OK.
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ST

Qe

oD Oos3 AT

w4 cupply Status Update M= 3

EP 2:
el :

DIC: Select the appropriate Document ey D

Identification Code. Refer to the uic: Poc Nbr

References chapter for definitions of Stock Nor: Homen:

the applicable codes. pic: | H swca | =

Sts Cd: Select the appropriate status Suffix Cd: | | fcq Cost: |

code. Refer to the References chapter stockmo:| | Espeoogeoopi |

for definitions of the applicable codes. RiCFrom: [ Error Expin Cd: | r

_Sui_’flx Cd: If _thls is a partial shipment, W e B

indicate here (if applicable). e snipmented: | -

Acq Cost: If the Acquisition Cost is i PREmEE

different than what is displayed, enter splyDocNer | CgPONBE |

the correct amount. Buy Cd: I o lecatuse [

Stock Nbr: If applicable, enter the e @ Related Data| NextPage | Save | Cancel |  Exit |

stock number.
ESD/EDD: If available, enter the estimated shipping date or estimated delivery date (Julian day).
RIC From: If applicable, enter the FROM Routing Identification Code.

Error ExplIn Cd: If the DIC was for Supply Status, select the applicable Error Explanation Code. This
field is only accessible for SARSS-O users. Refer to References for appropriate codes.

UI: This field is displayed.

Qty: If you received a partial shipment, enter the quantity received.

Trnsp Dt (DDD): If available, enter the date the item is to transported (Julian day minus the year).
TCN Id: If available, enter the transportation control number.

. Shipment Cd: Select the appropriate shipment code. Refer to References for appropriate codes.

Sply Doc Nbr: Enter the document number that was assigned by your SSA.
Cntr/PO Nbr: If available, enter the contract or purchase order number.

Buy Cd: Enter the source of supply. Refer to References for appropriate codes.
Click Next Page.

STEP 3:

EE]E -
M—I If your DIC was a D6S, these fields will be

available to you; otherwise, this entire page
will be grayed out and you should click the
Save button to process the transaction.

Cmpltn Dt: I Cond Cd: I j
RIC: I Dscrp Cd: I j

Medi

a Sts Cd:l j Supp Address: l— i
" a. Cmpltn Dt: Enter the completion date.

Signalct: | = Fund camppn: [ | L] b. Cond Cd: Enter the condition code of
Dstmcd: | Prj Cd: L the asset.
Advice Cd: | “lep: | El ¢. RIC: If the routing identification code is

RDD

different than the one displayed, you can
change the code here.

d. Dscrp Cd: If there was a discrepancy in
the shipment, select a description code

[DDD): I Acct Process Cd: I

Page 2 of 2 BelatedData; Prev. Page Save Cancel Exit | that |S appropriate'

CH 2
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Practical Exercise: Found On Installation

Practical Exercise: Found On Installation

Title: Found On Installation (FOI)

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to post to the property book those items that were found on the installation.

Prerequisites: Authorizations and document records may need to be built

References: Reference Chapter One, Adding Items to the Property Book.

Scenario: You are the Property Officer/Property Manager and you have just conducted a 100%
inventory in which you find 2 chemical alarms M8A1. These are serialized assets that are not on a
property book. After further investigation you find that indeed these items do belong on your DPAS hand

receipt.

Instructions: Perform the necessary actions in DPAS to post these items to the property book.

Given:

Stock Number  6665-01-105-5623
LIN A32355

Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Practical Exercise: Ordering Consumable Items

Title: Ordering Consumable Items Using DPAS

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to order consumable items using DPAS.

Prerequisites:

References: Reference in the manual Chapter One, Requesting a Document Number.

Scenario #1: The end of the fiscal year has arrived and you realize that your unit needs to complete
the spending of the budget by ordering some consumable items. You have been asked to order some
office supplies for your unit.

Instructions: Perform the necessary actions in DPAS to create documents to order the consumables
that you need.

Given:
10 wall calendars NSN 7510-01-450-5459
25 awards folders NSN 7510-00-755-7077
15 (3) ring time management system NSN 7530-01-458-3156
5 wall clocks NSN 6645-01-342-5314

Scenario #2: The supply clerk has found a box with 10 new wall clocks in it, but you have already
sent your supply export. Generate a cancellation action for your wall clock requisition.

Scenario #3: You have received 15 of your awards folders. Generate a D6S for a partial receipt of
these items.

Scenario #4: You have received the wall calendars, (3) ring time management systems, and the
remaining 10 awards folder. Close out the documents.

Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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***Real Property Add/Change/Delete

STEP 3 (Basic Tab):

Address Basic |Classificalion| Depm | a. RP cat Cd: Select the real property
Apcach | ~JRPsubcatc| code. R_efer to References for
o " o —— appropriate codes.
g 5 D SRecapam: b. RP Sub Cat Cd: Enter the real property
sub category code.
RP Fac Cond Cd:| -Nn =l :
c. UI: Select the Unit of Issue. These are
bolarhme | | Fedcame [ L not the same for personal property.
Mir T Yrsvelife: |
A @ e o E m
. Transfer Type Cd: v
Inv Due Dt ﬁ ransicvpe I J AC Acreage SF Square Feet
Local Use Text: I
EA Each SY Square Yards
Related Datal Delete | Add | Cancel | Exit |

RP Qty: Enter the real property quantity (should be based on UI).
RP Type Cap Cd: Select the type of capacity of the real property. Refer to References for

RP Cap Qty: Enter the capacity quantity of the real property.
RP Fac Cond Cd: Enter the condition of the real property. Refer to References for appropriate

d.
e.
appropriate codes.
f.
g
codes.
h.

Acq Dt: Enter the obligation date (YYYYMMDD format). You can also click the calendar button and
select the applicable date.

Eff Dt: Enter the date the facility was accepted (YYYYMMDD format). You can also click the calendar
button and select the applicable date.

Inv Due Dt: Enter the date when the next inventory is due (YYYYMMDD format). You can also click

Transfer Type Cd: If the asset was a transfer in, enter the code that identifies the type of transfer.
Refer to Chapter One, Adding Items To The Property Book for definitions of these codes.

j.
the calendar button and select the applicable date.
k.
I. Local Use Text: Enter any applicable local information.
m. Select the Classification tab.

STEP 4 (Classification Tab):

CH 2

**:Real Property Add/Change/Delete

Address | Basic  Classification |DE|Jm |

ACC: Select the accounting
classification code. Refer to

ACC: |
References for appropriate codes. Asset Cd: [
Asset Cd: Select the type of asset. Cpll C: [
Refer to References for appropriate Exp Cd: [1 —Funded

I —-Government Owned

codes.

Cptl Cd: Use the capitalization code for
exceptions to normal capital asset
processing. If no exceptions exist for
this asset, accept the default value of N/
A. Refer to References for appropriate
codes.

Exp Cd: Select whether depreciation
should be funded or unfunded.

Lo/Le Cd: If the item is on loan or lease, select the appropriate code. Refer to References for
appropriate codes.

Heritage Asset Cd: If the asset is historical, select the appropriate code. Refer to References for
appropriate codes.

LofLe Cd:

Heritage Asset Cd:l -N/A

-N/A

Ll ) ) e f e L

Wpn Sys Sprt Cd: I

—
——

Office:
Job Order Nbr:

Fac Remarks Text:

Related Datal Delete | Add | Cancel | Exit |
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g.

Wpn Sys Sprt Cd: If the item is part of a weapon system, select the appropriate code. Refer to
References for appropriate codes.

Weapon Systems Support Codes

Task Cd: Enter the task code. This is normally obtained from your Finance Office.
Job Order Nbr: Enter the job order number. This is normally obtained from your Finance Office.
Fac Remarks Text: Enter any local information/reason for change.

A Ammunition
M Missile Silo Active Use
h. Office: Enter your office symbol, cost center number, or code.
i.
j.
k.
l.

¥¥Real Property Add/Change/Delete

.h &[] 2 a. Activation Dt: Enter the date the facil-
ity was put into use (YYYYMMDD for-

Ad

Select the Deprn tab.

STEP 5 (Deprn Tab):

dress| Basic | Classification Deprn I

mat). You can also click the calendar
aetivalion D lﬂ] o000 button and select the applicable date.
Oepm Perlod: b. Deprn Period: Enter the period of

Prior Deprn:

depreciation in months.

Residual Yalue:

c. Prior Deprn: If there is any prior
depreciation, you can enter it here.
Residual Value: Enter the junk or sal-
vage value, if applicable.

|
|
Deprn Office: I
Deprn Task Cd: I

Deprn Job Order Nbr: I

Ll Ll Ll e
o

Full Deprn Cd: [ -npa

e. Deprn Office: Enter office symbol, cost

Trmsp Cost: ' center number, or code where deprecia-
Deinstallation Cost: | .
tion expenses are charged.

Installation Cost: I

f. Deprn Task Cd: Enter the task code
where depreciation expenses are

Related Dalal Delete | Add | Cancel | Exit |

.
j.
k.
.

charged.
Deprn Job Order Nbr: Enter the job order number where depreciation expenses are charged.
Full Deprn Cd: If you are stopping depreciation on the asset, you can stop depreciation by changing
this code to "S”. A code of "S” may only be chosen if Asset Sts Cd equals "N - Asset not in use” on the
asset record.
Trnsp Cost: If there are any transportation costs, enter the amount here.
Deinstallation Cost: If there are any deinstallation costs, enter the amount here.
Installation Cost: If there are any installation costs, enter the amount here.
Click Add.

The Transaction Processed dialog box will be displayed.

m.

Click OK.

You will be returned to the Key Data screen.

n.

CH

Click Exit.
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Type Action
& Deferred Maintenance Condition Assessment

¢ Deferred Maintenance Life Cycle Cost Forecast

¢ Environmental Clean-Up Costs

InstifFac Nbr: | [
Prj Nbr: | [

STEP 2:

d.
e.

Ref File Name...: Click the button if
you want to attach any reference files to
the item (i.e., Word documents, pictures,
videos, etc.)

Prj Est Dt: Enter the date the deferred
maintenance or environmental clean-up
cost estimation was performed
(YYYYMMDD format). You can also click
on the calendar button and select the
applicable date.

Prj Review Dt: Enter the date the
Asset Deferred Maintenance or Clean-Up
Cost review was made (YYYYMMDD
format). You can also click on the
calendar button and select the
applicable date.

STEP 1:

. Type Action: Select Deferred Maintenance

Condition Assessment.

Instl/Fac Nbr: Enter or browse for the installation and
facility number of the real property asset.

Prj Nbr: Enter you local project number for the asset.
This number is used to identify and track the disposition
(i.e., costs) of Deferred Maintenance and Environmental
Clean-Up Projects.

. Click OK.

¥# RP Deferred Maint/Clean-Up Add/Change/Delete - EI|1|
- 2l

~Key Data

InstlfFac Nbr: RP Fac Cond Cd:

Prj Nbr:

Ret File Name ... || Z |

—Dates ~ Conditi

Prj Est Dt B || pollaramt |

Prj Review Dt: E

Delete Add Cancel Exit

Dollar Amt: Enter the dollar amount of the assessment.

Click Add.

The Transaction Processed dialog box will be displayed.

f.

Click OK.

You will be returned to the Key Data screen.

g.

hanging Inform

Click Exit.

ion for Deferr

Maintenan ndition A men

Type Action: Accept the default Deferred Maintenance Condition Assessment.
On the Key Data screen, enter or browse for the installation and facility number for which you are

On the Key Data screen, enter or browse for the project number for the installation and facility number

a.
b.
changing.
C.
for which you are changing.
d. Click OK.
e. Make the necessary change(s).
f. Click Change.
CH2
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Deleting Deferred Maintenan ndition A men

a. Type Action: Accept the default Deferred Maintenance Condition Assessment.

b. On the Key Data screen, enter or browse for the installation and facility number for which you are
changing.

c. On the Key Data screen, enter or browse for the project number for the installation and facility number
for which you are changing.

d. Click OK.

e. Click Delete.
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Adding Deferred Maintenance Life Cycle Forecast
MODULE: Accounting/Maintenance & Utilization

INTRODUCTION

This procedure is used to compile the estimates and costs involved when deferring maintenance and
clean up.

Deferred Maintenance Life Cycle Forecast is used to record project review dates and maintenance
forecast costs such as beginning balances, required costs, performed costs, and cost adjustments.

This process can also be generated through the Maintenance & Utilization module.
PREREQUISITES
The real property asset must already exist in DPAS.

STEPS TO PERFORM ACTION

1. Select the Accounting icon, or select Accounting from the menu bar.
2. Select Real Property Actions from the program group.
3. Select Deferred Maint/Clean-Up from the program list.

Accounting

Depreciation Ackions b
(Capital Improvement Actions

Real Property Actions Real Proparty
Deferred Maint/Cean-Up

CIPMEP

Reparts }
Inquities }

Help
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Adding Deferred Maintenance Life Cycle Forecast

x| STEP 1:
2

Type Action a. Type Action: Select Deferred Maintenance Life
¢~ Deferred Maintenance Condition Assessment Cycle Forecast.
& Deferred Maintenance Life Cycle Cost Forecast b. Instl/Fac Nbr: Enter or browse for the installation and

facility number of the real property asset.
c. Prj Nbr: Enter you local project number for the asset.

¢ Environmental Clean-Up Costs

nstFacNbr: | ] This number is used to identify and track the disposition
' (i.e., costs) of Deferred Maintenance and Environmental
Prj Nbr: | ] CIgan-Up Projects.
d. Click OK.
ok | Clear | Exit |
STEP 2:
. w# RP Deferred Maint,/Clean-Up Add/Change/Delete =lo] =]
a. Prj Est Dt: Enter the date the MEER= =
environmental clean-up cost estimation
was performed (YYYYMMDD format). 77::;5:;2 Nbr: RP Fac Cond Cd:

You can also click on the calendar button | ¢ gy
and select the applicable date.

b. Prj Review Dt: Enter the date the Ref File Name ... || 7]
clean-up cost review was made.

c. Begin Bal: Enter the beginning balance [ Dates U Gyl Cret omameen (k.
of Deferred Maintenance or Clean-up priEstoe | B9 | | Begin Bal [
Cost for the current period. Current Req Cost: |

d. Current Req Cost: Enter the dollar Pri Review Dt H et o |

amount of Deferred Maintenance or Current Adiustmentst |
Environmental Clean-up required for the
current period.
e. Performed Cost: Enter the dollar el
amount of Deferred Maintenance or
Environmental Clean-up costs performed
during the current period.
f. Current Adjustments: Enter the dollar amount of adjustments made to the Deferred Maintenance
or Environmental Clean-up costs during the current period.

End Bal: I

add | cancel Exit

~~5 HINT!
524= > DPAS automatically recalculates the Ending Balance for you.

The Transaction Processed dialog box will be displayed.
g. Click OK.
You will be returned to the Key Data screen.

h. Click Exit.

CH?2 264
1 October 2004



Adding Deferred Maintenance Life Cycle Forecast

hanging Information for Deferred Maintenance Lif le For
a. Type Action: Select Deferred Maintenance Life Cycle Forecast.
b. On the Key Data screen, enter or browse for the installation and facility number for which you are

changing.

c. On the Key Data screen, enter or browse for the project number for the installation and facility number
for which you are changing.

d. Click OK.

e. Make the necessary change(s).

f. Click Change.

Deleting Deferred Maintenance Life Cycle Forecast

a. Type Action: Select Deferred Maintenance Life Cycle Forecast.

b. On the Key Data screen, enter or browse for the installation and facility number for which you are
changing.

c. On the Key Data screen, enter or browse for the project number for the installation and facility number
for which you are changing.

d. Click OK.

e. Click Delete.

CH2 265

1 October 2004



Adding Environmental Clean-Up Costs

Adding Environmental Clean-Up Costs
MODULE: Accounting/Maintenance & Utilization

INTRODUCTION

This procedure is used to compile the estimates and costs involved when deferring maintenance and
clean up.

Environmental clean-up costs are used to project review dates, clean-up cost estimates. In addition,
the method or criteria used for estimating deferred maintenance or environmental clean-up costs are
recorded.

This process can also be generated through the Maintenance & Utilization module.

PREREQUISITES
The real property asset must already exist in DPAS.
STEPS TO PERFORM ACTION

1. Select the Accounting icon, or select Accounting from the menu bar.
2. Select Real Property Actions from the program group.
3. Select Deferred Maint/Clean-Up from the program list.

Accounting

Depreciation Actions b
Capital Improvement Actions ¥

Real Property Actions

CIRWIP

Repatts b
Inquiries b

Help
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Adding Environmental Clean-Up Costs

 STEP1:
|
a. Type Action: Select Environmental Clean-Up
Type Action Costs
= Deferred Maint e Condition A ’ . .
b. Instl/Fac Nbr: Enter or browse for the installation
¢ Deferred Maintenance Life Cycle Cost Forecast and faClllty number.
 Environmental Clean-Up Costs c. Prj Nbr: Enter or browse for the project number.
d. Click OK.
InstlifFac Nbr: I _|
Prj Nbr: I _|
ok | Clear | Exit |
STEP 2: “RP Deferred Maint/Clean-Up Add/Change/Delete =] |

a. Prj Est Dt: Enter the date the clean-up I
costs estimation was performed. You can InstifFac Nbr: RP Fac Cond Cd:
click on the calendar button and select the Prj Nbr:
appropriate date.

b. Prj Review Dt: Enter the date the Ret File Name .|| 7|
review was made. You can click on the
calendar button and select the s kil G
appropriate date. PiEstot | [ || DollarAmt |
c. Dollar Amt: Enter the total dollar
amount for the clean-up costs. P Review ot | B cstvenon !

d. Prj Est Method: Enter the method or
criteria used for estimating the clean-up
costs.

e. CI|Ck Add. Delete Add Cancel Exit

The Transacation Processed dialog box will be
displayed.

f.  Click OK.
You will be returned to the Key Data screen.

g. Click Exit.

Changing Information for Environmental Clean-Up Costs

a. Type Action: Select Environmental Clean-Up Costs.

b. On the Key Data screen, enter or browse for the installation and facility number for which you are
changing.

c. On the Key Data screen, enter or browse for the project number for the installation and facility number
for which you are changing.

d. Click OK.

e. Make the necessary change(s).

f. Click Change.
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Adding Environmental Clean-Up Costs

Deleting Environmental Clean-Up Costs

a. Type Action: Select Environmental Clean-Up Costs.

b. On the Key Data screen, enter or browse for the installation and facility number for which you are
deleting.

c. On the Key Data screen, enter or browse for the project number for the installation and facility number
for which you are deleting.

d. Click OK.

e. Click Delete.

CH?2 268
1 October 2004



Practical Exercise: End Item Increase/Activation of a Capital Asset

Practical Exercise: End Item Increase/Activation of a Capital
Asset

Title: End Item Increase - Activation Of A Capital Asset

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to add capital items to the property book.

Prerequisites: If your activity uses authorizations and document numbers, these must be established
prior to adding this item to your property book

References: Reference in the manual, Chapter One, Adding Items to the Property Book and
Activating Depreciation for a Capital Asset.

Scenario: The information technology department has just purchased a new server. The item was
purchased on a contract from Gateway. The comptroller has informed you that this purchase has been
assigned to a specific task code and job order humber. The acquisition price included a three-year
complete parts and maintenance warranty beginning on today’s date. There was a separate installation
charge to install the equipment in the DOIM shop.

Instructions: Perform the necessary actions in DPAS to account for this item both physically and

financially.
Given:
Server $600,200.00
Contract Number DJ010034 (if you do not use the document register use this as the
document number)
Task Code 2001-474
Job Order Number A57055909
Installation Cost $4500.00

Summary: Verify your results by running the appropriate inquiries and reports.

Class Discussion: Q & A
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Changing The Stock Number In Mass

Changing The Stock Number In Mass
MODULE: Catalog

INTRODUCTION

This process is used to change every occurrence of a Stock Number on the DPAS Database to a new
Stock Number or to change certain data fields on an existing Stock Number.

To change a Stock Number, the user enters the FROM (old) and TO (new) stock number on the Key
Data screen and then completes the fields on the right hand side of the screen.

To change fields on an existing Stock Number, the user enters only the FROM Stock Number on the
Key Data screen.

Once the transaction is processed, a Financial, UIT/CBS-X, and/or DoDSASP transaction will be
produced, if necessary.

PREREQUISITES
Both Stock Numbers must be cataloged.
STEPS TO PERFORM ACTION

1. Select the Catalog icon, or select Catalog from the menu bar.
2. Select Mass Changes from the program group.
3. Select Stock Nbr/Selected Change from the program list.

=)

Catalog
Catalog Actions  »
Mass Changes Stock Wbt 3elected Change
Catalog Delete

Inketfaces }

Reports 3

Inquiries b

Help
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Mass Changing The Authorization Document Number

Mass Changing The Authorization Document Number
MODULE: Authorizations

INTRODUCTION

This process will change every occurrence of an Authorization Document Number, under a UIC, from
the OId to the New.

CAUTION!
%\* There is NO UNDO function once the records are changed.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Authorizations icon, or select Authn from the menu bar.
2. Select Mass Changes from the program group.
3. Select Authn Document Nbr from the program list.

5

Authorizations

duthorization Actions ¥

Mass Changes duthn Contral Nbr

duthn Document Hbr

Interf
niertaces Authn Expiration Date

Repatts ¥ TDA Paragraph Nor
it }

Inguiies duthn Update/Delete

Help RICC Exermpt
STEP 1:

[
a. UIC: Enter or browse for your UIC.
uic: | ,
J b. Click OK.
oK Clear | Exit |
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Mass Changing The Authorization Document Number

STEP 2:
1l
a. From Authn Doc Nbr: Enter the authorization &

document number you want to change.

b. To Authn Doc Nbr: Enter the NEW authoriza-
tiOn document number- Authn Doc Nbr: Authn Doc Nbr:

c. Click Submit.

~~5 HINT!
224~ Remember...this process is sent for Batch
processing and will not take effect until the

following day!

From To

Submit | Cancel | Exit |

The Transaction Processed dialog box will be displayed.
d. Click OK.
You will be returned to the Key Data screen.

e. Click Exit.
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Updating LOGTAADS

STEPS TO PERFORM ACTION

1. Select the Authorizations icon, or select Authn from the menu bar.

2. Select Interfaces from the program group.

3. Select LOGTAADS Update from the program list.

s

Authorizations

Authorization Actions

Mass Changes J

Intetfaces

LOGTAADS Impart
LOETAADS Update

Reports
Inquiries

Help

LOGTAADS Update

Opti

p

 Update I~ Delete Authn Records with Zero Qty

“f

" Selective
uIC Authn Eff Dt Cmd Ctl Nbr
|
=
nfo | [ Submit | Clear Exit |

STEP 1:

a. Select the Report option.

b. Delete Authn Records with Zero Qty:
This check box is not available with the
Report option.

e All will create an on-line report
using the current Authn Eff Dt for all
UICs assigned to the user’s login.

¢ Selective will create an on-line
report for a selected UIC and Authn
Eff Dt/Cmd Ctl Nbr record.

c. Click Submit.
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Suspending Supply Actions

Suspending Supply Actions

MODULE: Hand Receipt

INTRODUCTION

CH 2

The DPAS Supply Interface provides a means for Supply Systems to electronically feed (import)
Receipt and Reversal transactions to DPAS via manual input. When a Supply System submits a single
source of data input, i.e., a DPAS Supply Interface Import File, errors and duplication of data input
will be reduced. The Import File submitted by the Supply System will be received and processed by
DPAS in a batch process which is executed daily. In addition to “importing” data from the Supply
System, the DPAS Supply Interface will provide System Administrator and User Reports and status to
the Supply System via an export file. The data submitted on the import file must be compliant with
the specifications contained in the Interface Design Description, contained in Annex CC.8 of the DPAS
On-Line Help. An online Suspended Supply Actions feature is provided for the end user to correct
data received with “correctable” errors. Data received with “incorrectable” errors will be rejected to
the Supply System.

Import Process:

The Supply Interface Import file is an ASCII file, pushed by the Supply System to a DPAS directory
structure on the UNIX platform residing at Defense Enterprise Computing Center Detachment Dayton
(DECC-D Dayton). Data is considered unclassified with no encryption required. DPAS will archive/
remove the files from the directories on the UNIX platform when processing is complete.

Reject Files/Write to Pending Supply Action Table

Files will be rejected if the Header and/or Trailer is missing, the Header and Trailer Information does
not match, the Record Count in the Trailer is not accurate, or the Supply System Site ID is invalid.
When a file is rejected, a summary row is inserted to the Pending/Suspended Supply Actions Table
with a Status Code of ""FR" (File Reject), along with an appropriate error message. Detail rows
associated with a rejected file are not stored in the Pending/Suspended Supply Actions Table. Valid
files will have individual rows inserted to Pending/Suspended Supply Actions with an “FP” (File waiting
for Processing) as the Status Code.

Suspend Files/Validate Transactions
Files that are not rejected will be suspended if:

< The Current Sequence Number is not one (1) greater than the Current Sequence Number value
residing in the Sequence Control Table, OR...

% The Previous Sequence Number is not equal to the Current Sequence Number value residing in
the Sequence Control Table.

The individual rows will be updated in the Pending Supply Actions Table with a Status Code of “FS”
(File Suspend). Files that are not rejected or suspended will have their individual rows validated.
Conditions for row rejection include an invalid DPAS Database Name, a blank UIC or an invalid Action
Code. Those rows that pass validation will have their Status Code changed to “"RP” (new Row waiting
for Processing). Rows that are rejected will have their Status Code changed to “RR" (Record
Rejected, cannot be corrected).
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Suspending Supply Actions

Suspended Supply Actions | STEP 1:
2|
- Selecti T Options .
cecion ype ’ a. Selection Group Box: Select the
LONV] [ ~ Al Al

appropriate option.

" HRH Nbr " Receipts € Date I

UIC Display all actions for the UIC
uic: [ J entered.
_ HRH Nbr | Displays only actions for the UIC
HRHNbr: | |
! and HRH Nbr entered.
Serial Nor: | Serial Displays only actions for the UIC
Nbr and Serial Nbr entered.

ok | clear | Exit |

b. Type Group Box: Select the appropriate type.

All Displays all suspended supply actions (increases and decreases).
Receipts Displays only suspended receipts (increases).
Reversals Displays only suspended reversals (decreases).

c. Options Group Box: Select the appropriate option.

All Displays all dates (no date restriction).
Date Displays actions for a specific date.
Older Than Displays all actions that were older than the specified number of days from the system.
d. UIC: Enter or browse for the UIC.
e. HRH Nbr: If you selected HRH Nbr, enter the HRH Nbr.
f. Serial Nbr: If you selected Serial Nbr, enter the Serial Number.
g. Click OK.
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Suspending Supply Actions

If there were any suspended transactions, the following screen will be displayed:
e Y - (]~

h. Click OK.

[

This viewing screen will allow you to view,

S uspend,

led Supply Actions Yiew

Key Data
uIC:

delete, or select a suspended supply
transaction for processing.

i. Highlight and click on the Detail

Browse Button to view additional supply
transaction information.

OR

Highlight and click on one of the
displayed entries.

Stock Hbr

Serial Hbr Bar Cd Homen

0K I Delete Cancel Exit |

Click OK to process the increase/
decrease action.

¥*:Catalog Add/Change/Delete

Sl ]

Basic |Addt'| Attributes | Maintenance |

=101 ]

If the transaction is rejected for catalog

Key Data
Stock Nbr:

I

‘ ‘ Prev Stock Nbr: I ‘

data reasons, click E from the

Stock ltem Cd: | =] Mgtcd:| =

toolbar at the top of your screen to

Generic Nomen: |

Nomen: I LIN:

| FSC: |

correct the reject. When you click on
the catalog icon, the Catalog Add/

ul: | =l Unit Price:]

Change/Delete screen is returned.

Type Asset Cd: 'I Equip Deprn Cd: |
ACC: vl Y1 Svc Life:

ARC:I

ecc: [ 4]

j CIC:I

Dmil cd:|

=] Ref ca:

Ricc: |

[N [ER{EN

| " IT Asset

IT Device Cd: I _I

Delete | Add | Cancel

| Exit

i Manufacturer Part Number Add/Change/Delete
7 [T )
o ELNEERE
I.  If the transaction is rejected for
~Key Data
. Eﬂ Stock Nbr: Mfr Key:
manufacturer data reasons, click MrR Nomen:
from the toolbar at the top of your
screen to correct the reject. When you CAGE Cd:
click on the MFR icon, the Manufacturer it Parthoe |
Part Number Add
_ /Change/Delete screen . Bl s
is returned. IT Mt Cd: Request New IT Mir G|
Mir Name: I
Ref File Name ... || £
Related Data Delete Add Cancel | Exit |
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DPAS Accounting Interfaces

DPAS Accounting Interfaces
MODULE: Accounting

Accounting transactions, as listed below, are created by DPAS when property book gains, losses, or
changes in status occur for capital assets. The data generated is stored in a standard DPAS system table
until it is forwarded to the designated accounting system. This will enable the financial output to be
formatted in accordance with requirements established by DFAS accounting systems receiving this data.

TYPES OF PROPERTY DATA FUNCTION CODE ASSET CODE
Equipment In Transit X802 I,J, K
Equipment in Use X803 I,J, K
Equipment With Contractor X804 I, ], K
Asset Depreciation Expense X805 ALL
Transfer-In of Capital Asset X815 ALL
Transfer-In of Prior Depreciation X816 ALL
Transfer-Out of Capital Asset X817 ALL
Transfer-Out of Accumulated Depreciation X818 ALL
Capitalization of Purchased Assets X819 ALL
Transfer-Out of Accumulated Depreciation on

Other Losses X820 ALL
Other Gains X821 ALL
Other Losses X822 ALL
Sale with a Gain X823 ALL
Sale with a Loss X824 ALL
Gain on Disposition of Assets X825 ALL
Loss on Disposition of Assets X826 ALL
Transfer-In of Accumulated Depreciation on

Other Gains X827 ALL
Transfer-Out of Accumulated Depreciation on a

Sale with a Gain X828 ALL
Transfer-Out of Accumulated Depreciation on a

Sale with a Loss X829 ALL

<% The UIC Table is used to hold the last serial number assigned to the document number written to the
transactions. Each day this serial number is reset to “0001".

< Depreciation is computed, by user request, each month. Prior to computing the current month’s
depreciation, DPAS re-computes the amount of depreciation that should be incurred. In the event
there is a difference, DPAS generates an adjusting transaction.

= NOTE:
\ > Differences are the result of assets being reclassified, activation date changes, price changes,
\\// residual value changes and/or prior accumulated depreciation amount changes.

% DPAS accounting transactions reflects the net dollar amount of the transaction. Transactions that
contain negative amounts have a Maintenance Code of “"M” whereas transactions that contain positive
amounts have a Maintenance Code of “A”.

CH2 335
1 October 2004



DPAS Accounting Interfaces

Defense Busin Man men m (DBMS) Interf:

The DBMS Interface consists of a header record, a detail record for each Accountable transaction for the
period and a trailer record. The header and trailer records contain “control” data to ensure all
transmissions are complete and to ensure the data is processed in sequence. DPAS will automatically
execute the DBMS Interface process during batch processing when Accountable transactions
reside on the Accounting Interface Table and the Fin Sys Cd is equal to a “"B”. Upon completion
of the process, the output will be electronically sent to the designated DBMS platform for updating of the
DBMS accounting records. In the event DPAS fails to make an automatic transfer of data to DBMS, the
DPAS System Administrator will initiate action to identify the reason and re-transmit when the connection
is reestablished. The DPAS System Administrator also has the responsibility for re-transmitting files that
were previously transmitted, but were “lost” or “unreadable” by DBMS. The DPAS Interface process will
automatically produce a DPAS/DBMS Interface Report detailing transactions sent to DBMS in the interface.
The report format and the detailed layout of the DBMS Interface follow:

Upon successful execution of the DPAS Interface to DBMS, DPAS will produce the DPAS/
DBMS Interface Report DPTS011D containing the transactions sent to DBMS. The report format
is defined in Annex Y and is identical to the manual reporting process.

ndard In rial Fun m (SIFS) Interf
Four types of transactions are generated for the SIFS Interface:

ZIR  Monthly detail depreciation expense transaction.

ZG5 Monthly summary depreciation transaction for assigned organization code and type of asset.

ZGC Detail asset transaction. Generated when any change is made to the property book that affects
capital asset accounting, i.e., new receipt, turn-in, price adjustment, etc.

ZGD Reflects total dollar value of assets and total accumulated depreciation by general ledger account
code.

< The SIFS Interface will be electronically sent to the designated SIFS platform during DPAS batch
processing. In the event DPAS fails to make an automatic transfer of data, the DPAS Systems
Administrator (SA) will initiate action to identify the reason and re-transmit. Sixteen DPAS
transmissions will be retained for re-transmittal of data.

< Upon successful execution of the DPAS Interface to SIFS, DPAS will produce the DPAS/
SIFS Interface Report DPTS021D containing the transactions sent to SIFS. The Standard
Industrial Fund System (SIFS) Interface Report DPTS021D consists of seven parts. Part I lists assets
received on post. Part II lists assets that have been placed in use. Part III lists assets that have been
turned in. Part IV lists monthly depreciation amounts for depreciating assets. Part V lists assets that
have been received with prior depreciation. Part VI lists assets that have been turned in with
accumulated depreciation. Part VII reflects total dollar value of all assets and depreciation by general
ledger account code. This program is executed automatically with each batch cycle. The detailed
records on parts I-VI of the report reflect the same accounting transactions that are automatically
passed to the SIFS for automatic general ledger updating. Refer to Annex Y of the DPAS On-Line Help
for report format.
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DPAS Accounting Interfaces

In rial Fund A ntin m (IFAS) Interf

The IFAS Interface consists of a header record, a detail record for each individual UIC, and a trailer record.
The header and trailer records contain “control” data to ensure all transmissions are complete and to
ensure the data is processed in sequence. DPAS will automatically execute the IFAS Interface
process during batch processing when accountable transactions reside on the Accounting
Interface Table and the Acct Sys Cd is equal to a “"C”. Upon completion of the process, the output
will be electronically sent to the designated IFAS platform for updating the IFAS accounting records. In the
event DPAS fails to make an automatic transfer of data to IFAS, the DPAS System Administrator will initiate
action to identify the reason and retransmit when the connection is reestablished. The DPAS System
Administrator also has the responsibility for re-transmitting files that were previously transmitted, but were
“lost” or “unreadable” by IFAS. The DPAS Interface process will automatically produce a DPAS/IFAS
Interface Report detailing transactions sent to IFAS in the interface. The report format and detailed layout
of the IFAS Interface follows:

Upon successful execution of the DPAS Interface to IFAS, DPAS will produce the DPAS/IFAS
Interface Report DPTS031D containing the transactions sent to IFAS. The report format is
defined in Annex Y of the DPAS On-Line Help and is identical to the Accounting Transaction Register
Report.

Financial and A nting Man ment Information System (FAMIS) Interf:

The FAMIS Interface consists of a header record, a detail record for each individual UIC, and a trailer
record. The header and trailer records contain 'control' data to ensure all transmissions are complete and
to ensure the data is processed in sequence. DPAS will automatically execute the FAMIS Interface process
during batch processing when accountable transactions reside on the Accounting Interface Table and the
Acct Sys Cd is equal to a “C". Upon completion of the process, the output will be electronically sent to the
designated FAMIS platform for updating the FAMIS accounting records. In the event DPAS fails to make
an automatic transfer of data to FAMIS, the DPAS System Administrator will initiate action to identify the
reason and retransmit when the connection is reestablished. The DPAS System Administrator also has the
responsibility for re-transmitting files that were previously transmitted, but were “lost” or “unreadable” by
FAMIS. The DPAS Interface process will automatically produce a DPAS/FAMIS Interface Report detailing
transactions sent to FAMIS in the interface. The report format and detailed layout of the FAMIS Interface
follows.

a. Upon successful execution of the DPAS Interface to FAMIS, DPAS will produce the DPAS/FAMIS
Interface Report DPTS031D containing the transactions sent to FAMIS. The report format is defined in
Annex Y of the DPAS On-Line Help and is identical to the Accounting Transaction Register Report.

. NOTE:
\ » The Accounting Transaction Register Report process described in Annex Y of the DPAS On-Line
\ Help is not applicable for UICs with an Acct Sys Cd equal to a “C".

b. All of the data contained in the detail record is extracted from the Accounting Interface Table and
formatted to the system interface requirements. The sequence number assignment will be
accomplished by DPAS’s internal processing. For the first transmission of data by an Accountable UIC,
the prior sequence number will be “000” and the current sequence number will be *001”. For each
subsequent transmission, the prior and current sequence numbers will be incremented by one.
Following transmission of sequence number “999” the next current sequence number will be “001”
with the prior sequence number being “999”. Refer to the References for the file layout for this
interface.
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DPAS Accounting Interfaces

Washin n Allotment A ntin m (WAAS) Interf

The WAAS Interface consists of a header record, a detail record for each individual UIC, and a trailer
record. The header and trailer records contain “control” data to ensure all transmissions are complete and
to ensure the data is processed in sequence. DPAS will automatically execute the WAAS Interface
process during batch processing when accountable transactions reside on the Accounting
Interface Table and the Acct Sys Cd is equal to a “"G"”. Upon completion of the process, the output
will be electronically sent to the designated WAAS platform for updating the WAAS accounting records. In
the event DPAS fails to make an automatic transfer of data to WAAS, the DPAS System Administrator will
initiate action to identify the reason and retransmit when the connection is reestablished. The DPAS
System Administrator also has the responsibility for re-transmitting files that were previously transmitted,
but were “lost” or “unreadable” by WAAS. The DPAS Interface process will automatically produce a DPAS/
WAAS Interface Report detailing transactions sent to WAAS in the interface. The report format and
detailed layout of the WAAS Interface follows.

< Upon successful execution of the DPAS Interface to WAAS, DPAS will produce the DPAS/
WAAS Interface Report DPTS041D containing the transactions sent to WAAS. The report
format is defined in Annex Y of the DPAS On-Line Help and is identical to the Accounting Transaction
Register Report.

E-Biz Interface

The e-Biz Interface consists of a header record, a detail record for each transaction for the period, a
summary record of total acquisition cost and total accumulated depreciation by asset code, and a trailer
record. The header and trailer records contain “control” data to ensure all transmissions are complete and
to ensure the data is processed in sequence. DPAS will automatically execute the e-Biz Interface process
during batch processing when Accounting transactions reside on the Accounting Interface Table with Acct
Sys Cd equal to an “E” and Process Sts Cd equal to spaces. Upon completion of the process, the output
will be electronically sent to the designated e-Biz platform for updating of the e-Biz accounting records. In
the event DPAS fails to make an automatic transfer of data to e-Biz, the DPAS System Administrator will
initiate action to identify the reason and re-transmit when the connection is reestablished. The DPAS
System Administrator also has the responsibility for re-transmitting files that were previously transmitted,
but were “lost” or 'unreadable' by e-Biz. The DPAS Interface process will automatically produce a DPAS/
e-Biz Interface Report detailing transactions sent to e-Biz in the interface. The report format and the
detailed layout of the e-Biz Interface follow.

a. Upon successful execution of the DPAS Interface to e-Biz, DPAS will produce the DPAS/e-Biz Interface
Report DPTS401R containing the transactions sent to E-BIZ. The report format is defined in Annex Y
and is identical to the manual reporting process.

7. NOTE
M\ \// The Accounting Transaction Register report process described in Annex S of the DPAS On-Line
\ Help is not applicable for UICs with an Acct Sys Cd equal to a “E".

b. All the data contained in the detail record layout is extracted from the Accounting Interface Table and
formatted to the system interface requirements. The sequence number assignment will be
accomplished by DPAS's internal processing. For the first transmission of data by a UIC, the prior
sequence number will be *000” and the current sequence number will be *001”. For each subsequent
transmission, the prior and current sequence numbers will be incremented by one. Following
transmission of sequence number “999”, the next current sequence number will be 001" with the
prior sequence number being "999". Refer to the References for the file layout for this interface.
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DPAS Accounting Interfaces

Defense Workin ital Fund A ntin m (DWAS) Interf

The Defense Working Capital Fund Accounting System (DWAS) Interface consists of a header record, a
detail record for each transaction for the period, a summary record of total acquisition cost and total
accumulated depreciation by asset code, and a trailer record. The header and trailer records contain
“control” data to ensure all transmissions are complete and to ensure the data is processed in sequence.
DPAS will automatically execute the DWAS Interface process during batch processing when Accounting
transactions reside on the Accounting Interface Table with Acct Sys Cd equal to a "D” and Process Sts Cd
equal to spaces. Upon completion of the process, the output will be electronically sent to the designated
DWAS platform for updating of the DWAS accounting records. In the event DPAS fails to make an
automatic transfer of data to DWAS, the DPAS System Administrator will initiate action to identify the
reason and re-transmit when the connection is reestablished. The DPAS System Administrator also has
the responsibility for re-transmitting files that were previously transmitted, but were “lost” or “unreadable”
by DWAS. The DPAS Interface process will automatically produce a DPAS/DWAS Interface Report detailing
transactions sent to DWAS in the interface. The report format and the detailed layout of the DWAS
Interface follow.

a. Upon successful execution of the DPAS Interface to e-Biz, DPAS will produce the DPAS/e-Biz Interface
Report DPTS401R containing the transactions sent to e-Biz. The report format is defined in Annex Y
and is identical to the manual reporting process.

w NOTE:
\ \//\ The Accounting Transaction Register Report process described in Annex S of the DPAS On-Line
= Help is not applicable for UICs with an Acct Sys Cd equal to a “E".

Z

The Accounting Transaction Register report process described in Annex y is not applicable for UICs with an
Acct Sys Cd equal to a “E".

b. All the data contained in the detail record layout is extracted from the Accounting Interface Table and
formatted to the system interface requirements. The sequence number assignment will be
accomplished by DPAS’s internal processing. For the first transmission of data by a UIC, the prior
sequence number will be "000” and the current sequence number will be *001”. For each subsequent
transmission, the prior and current sequence numbers will be incremented by one. Following
transmission of sequence number “999”, the next current sequence number will be 001" with the
prior sequence number being "999". Refer to the References for the file layout for this interface.
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DPAS Accounting Interfaces

Logistics M rnization Program (LMP) Interf:

Three types of transactions are generated for the LMP Interface:

ZIR Monthly detail depreciation expense transactions.

ZGS Monthly summary depreciation transaction for assigned organization code and type of asset.

ZGC Detail asset transaction. Generated when any change is made to the property book that affects

capital asset accounting, i.e., new receipt, turn-in, price adjustment, etc.

a. The LMP Interface will be electronically sent to the designated LMP platform during DPAS batch
processing. In the event DPAS fails to make an automatic transfer of data, the DPAS Systems
Administrator (SA) will initiate action to identify the reason and retransmit. Sixteen DPAS
transmissions will be retained for retransmittal of data.

b. The Logistics Modernization Program (LMP) Interface Report DPTS421D consists of seven parts.

e Part I - lists transactions with invalid asset codes that will not pass to LMP.
e Part II lists assets that have been placed in use.

e Part III lists assets that have been turned in.

e Part 1V lists monthly depreciation amounts by asset.

o PartV lists prior depreciation amounts for assets that have been received.

e Part VI lists accumulated depreciation on assets that have been turned in.

o Part VII reflects total dollar value of all assets and depreciation by general ledger account
code.

This program is executed automatically with each batch cycle. Refer to References for the detailed
records on Parts I-VI of the report.
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Real Property Interfaces

Real Property Interfaces
MODULE: Accounting

PRIDE Interface

The software program PRIDE is the official source for National Guard Real Property. The PRIDE Interface
provides National Guard users with an automated process/depository to update/overlay real property
assets and improvements for reporting purposes.

In r Faciliti m (IFS) Interf
A. OVERVIEW

As the Army (DoD) must account for Personal Property, they must also account for Real Property. In
the Personal Property world, DPAS will perform the property book and fiscal accountability function
for the Army's Real Property. To perform this accountability, the IFS and DPAS have established a
two-way interface to accommodate getting the Real Property records loaded to the DPAS. IFS will still
continue to perform for the Army the functions that it currently performs, since it performs more than
just Real Property accountability. DPAS will not replace IFS as we are doing generally with SPBS-R.
The initial records loaded to DPAS and subsequent updates/changes will pass back and forth via the
interface process. DPAS is being used to update subsidiary/general ledgers on Real Property as it
does on the Personal Property side. The point of the Interface is that IFS passes information to DPAS,
and the Army produces their fiscal reports on Real Property from DPAS. DPAS serves as the
reporting tool, IFS as the management tool.

The plan as scoped out between IFS and DPAS does NOT - repeat NOT - envision IFS personnel to
manipulate IFS data in DPAS. In fact, IFS records are flagged within the system and input to the
fields are blocked. All actions performed on Real Property are supposed to be accomplished within
the IFS and the interface process is to take care of getting to/updating the asset within DPAS.

SORES

. NOTE:
v

Capital Improvements to the records can be accomplished through direct input into DPAS.

It is envisioned, however, that the IFS personnel may/will access to the DPAS to perform inquires
and/or reports on the data. This is logical if for no other reason than to validate that the two systems
are in sync with data. The requirement to establish security and give permissions and the like to the
DPAS for these functions should fall to the person who is providing this service at the site under nor-
mal implementation procedures.

B. BACKGROUND
I. WHAT IS THE IFS/DPAS INTERFACE?

This is a two-way interface between the IFS and the DPAS. The interface allows IFS to pass real
property data to DPAS. DPAS creates the accounting transactions for the applicable accounting inter-
face and calculates the depreciation. DPAS passes the depreciation information back to IFS. Using
DPAS, the PBO enters improvements and mass changes to the IFS data. DPAS then passes this infor-
mation back to IFS.
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II. HOW DOES THE IFS/DPAS INTERFACE WORK?

a. The IFS batch process creates batch transactions based upon the Directorate of Public Works
(DPW) input. There are four types of transactions. They are:

A - Add of a basic asset record.

I - Add of an Improvement to a basic asset record.

C - Change to either a basic asset or improvement record.
D - Deletion of either basic asset or improvement record.

ooo0oo

Each transaction contains a Real Property database id of the originating IFS database and a DPAS
database id (Site Id) of the target database. The DPAS Site Id is the database id of the funding UIC.

b. When IFS runs its batch process, a batch is created and transmitted via FTP to an intermedi-
ate server at DECC-D, Dayton.

c. On a daily basis, DPAS executes a script that reads in all the batches from the various IFS
sites. The batches are validated for sequence number, record count, and total dollar value.
Batches that fail this initial validation are rejected or suspended in their entirety. An error
message is placed on the Real Property Export (LHRE) Table for processing in step g below. If
the batch passes the initial validation, the header and trailer records are deleted and the
transaction records are placed on the Real Property Import (LHRI) Table for processing in the
DPAS daily batch cycle.

d. As the daily batch cycle runs on each DPAS database, a task executes which processes the IFS
transactions for the database. The task accesses the LHRI table using the executing DPAS
Site Id as the key. All rows matching the key are processed. The process starts with data ele-
ment validation. If a data field fails the validation, the transaction is rejected. The process
writes the transaction to the LHRE table with a text error message and creates a detail record
for a report. If the record passes the data element validation, further validation against the
database occurs. If the record fails this validation, the transaction is rejected. The process
writes the transaction to the LHRE table with a text error message and creates a detail record
for a report. All records that pass the validation processes update the Real Property (LHBK)
table. Additionally, records update the Real Property History (LHBZ) table and the Accounting
Transaction (LHA4) table (when applicable). A report detail record is also created.

e. On a monthly basis (after the depreciation is calculated), a DPAS task executes to create
depreciation and reconciliation data for IFS. For each real property asset on the DPAS data-
base that is identified as being an IFS asset, transactions will be written to the LHRE table for
the accumulated depreciation amount and the dollar amount. These depreciation and recon-
ciliation transactions will be written to batches for IFS in step g below. A report will be cre-
ated of these transactions.

f.  On an “as required” basis, the PBO may enter improvement and mass change data online.
The online programs generate transactions to the LHRE table for forwarding in batches to IFS
in step g below.
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Adding A Component
MODULE: Hand Receipt

INTRODUCTION

This section outlines the procedures for adding a component in DPAS. This may require you to use
the Document Register and Authorizations (if applicable to your Activity).

PREREQUISITES

The component item must be cataloged.

If you are required to use the Document Register and/or Authorizations, refer to Chapter One,
Adding Authorizations and Requesting a Document Number before performing this process.

If you are auto assigning your bar codes, a bar code prefix will need to be established. The Property
Book Officer usually establishes these codes. This process can be found in Chapter Seven.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Component Actions from the program group.
3. Select Increase from the program list.
Hand
Receipt
End Item Actions »
Companent Actions
Bar CdfSer Nbr Change Decrease
HRH Pending Turn-In|Transfer Transfer
DatabasefIUIC Transfer Actions *
Selected Change
MFt Ky Change Skl
Bulk Asset Price Adjustment S
Mass Changes N Price Adjustment
Majf5ub Hand Receipt Holder
YWarranty/3vc/Loan/Lease
SKO/BIAAT Inventary
Exiess Actians 4
Invenkory Ackions 4
Inkerfaces ¢
Reparts 4
Inguiries L
Help
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Key Data

~Typ
o

STEP 1:

e Action

New Procurement " Bulk Asset Catalog

El Iner a. Type Action: Select the type of action for

SwckWbr:| | [ I |
SeralNoe| | SeralNee[ Higher Assemblage Group Box:

© Transferin € Admn Ad] Rpt [AARY DEprChy adding the component to the property book.
C Reversal  C Ammunition [ Gost Embedded \':*“"‘ 211 b, Bulk Asset: Check this box if the component is
Higher Assemblag comp — bulk managed.
DoeNbr: [ c. Cost Embedded: If the cost of the component
BarCd:  Prefix.. is embedded into the cost of the End Item,
par o —I l—l_ Auto Assign CheCk thIS bOX.

o | _ o | _ Eat | d. Bar Cd: If your Activity uses bar codes, enter

the bar code of the End Item that the compo-
nent is being assigned. Proceed to step g.
Stock Nbr: If your Activity does not use bar codes, enter the stock number of the End Item that the
component is being assigned.

Serial Nbr: If you Activity does not use bar codes, enter the serial number of the End Item that the
component is being assigned.

Component Group Box:

Doc Nbr: Enter the document number that is being used to add the component to the property book.
Bar Cd: If your Activity uses bar codes, enter the bar code of the component; otherwise, you can
leave this field blank. If you want DPAS to automatically assigned your bar codes and you have
established a bar code prefix assignment, click on the Prefix... button. Select the appropriate prefix.
Stock Nbr: Enter or browse for the stock number of the component.

j. Serial Nbr: Enter the serial number of the component.

k. Click OK.

STEP 2: !:ﬁ’.tnnlpnnentlncrfae ;|g|§l|

NN ;

a. Qty: If the component is bulk managed, e HRH Nbr
enter the number of components being ST T
added. Stock Nbr: Nomen:

b. Acq Cost: Enter the cost of the component. B

c. Fund Cd: Enter or browse for the e = fieq Cost =
appropriate fund code. Fona capopn: [ [ ] MirKey: | e

d. MfrKey: Enter or browse for the appropriate  [#9% = £ o =
manufacturer of the component. assetcd: | S| ofice: r—

e. Acq Dt: Enter the date the component was cptica: | | raskess [
purchased (YYYYMMDD format). You could | ®ece | =l aob order e
also click on the calendar button and select CotP Mo
the appropriate date. Page 1 of 2 Related Data| NextPage | Save | cancel |  Exit |

f. Eff Dt: Enter the date the HRH signed for the
component (YYYYMMDD format). You could also click on the calendar button and select the
appropriate date.

g. Asset Cd: Select the appropriate asset code. Refer to References for appropriate codes.

h. Cptl Cd: Select the appropriate capitalization code. This code defaults to N/A but can be changed if
there is an exception. Refer to References for appropriate codes.

i. Exp Cd: Select the appropriate expense code. The item is either funded or unfunded.

j. Office: Enter the Office. Policy varies by Agency. Refer to DPAS Help for Agency guidance.
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More Tool Buttons

The buttons below are found on the bottom of the query screen.

Menu Displays system inquiry menus. For example, if you are in the End Item Serial

inquiry and you want to go to the Catalog query, click this button and it will display
the other modules. Select the module and type of query you want to perform.

Eavorites . .
Allows you to save any favorite queries.

Displays everything on a particular table.

Gl Clears any data you have entered into a window.

Previous . .
Displays the previous record.
Displays the next record.

New Inguiry Returns processing to the inquiry selection criteria window.

EERUERD ©

Exit Exits out of the process without submitting any information for processing.
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Displaying Your Query In Report Format

INTRODUCTION

The following process will show you how to display your queries in report format. Report Format will
allow you see multiple records instead of one record at a time.

PREREQUISITES

None

STEPS TO PERFORM ACTION (for Report View)

PN =

End Item Serial Inquiry

Selection Fields:

ACC -
Acct Rpt Nbr

Acq Cost

Acq Dt

ARC

Action Cd

Appn Alot Serial Nbr

Asset Cd _I
Asset Sts Cd é
Authn Ctl Nbr /_I
Authn Inv List Nbr

Bar Cd

CAGE Cd

Selected Fields and Valu

Cause of Last Inv Dt Ch
Cause of Last Rl Dt Ch
Cause of Suspected Lo
clic

Cmpn Cd

CntrfPO Nbr

Menu Favaorites oK

Clear

Select the module for which you will be querying.
Select the Inquiries from the program group.
Select the type of inquiry you wish to generate from the program list.
Select the Report View radio button.

Exit

CH 2
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STEP 1:

a.

d.

Scroll down the list box and select the
field you want to query. You can select
this field by highlighting it and click on
the black arrow that points to the right
OR you can simply double-click on the
field.

Once you have selected the field(s) you
wish to query, you will need to set the
criteria for the search. Click on the drop
down list and select the applicable
operator. Enter your search criteria.
Once you have your operator set, enter
the value you are searching. For
example, if you were looking for
everything that had an acquisition cost
of $5,000 or more, you would select the
Acq Cost field, set the operator to =>
(greater than or equal to), and in the
value box, enter 5000 (no commas or
decimal points are needed).

Click OK or press Enter on your key-
board.
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Printing To A Remote Printer

Printing To A Remote Printer

INTRODUCTION

You can send your report to a network printer (such as a high-speed printer) by using the FTP option,

or you can use the MORDS option.

File Transfer Protocol (FTP)

File Transfer Protocol (FTP) is a program that allows you to copy a file from one machine to another.
In this case, you are given the capability to copy your print files to your own print server or PC or any

other addressable machine you have access to.

PREREQUISITES

You will need to have an IP Address and Password to the machine you are FTP'ing to.

STEPS TO PERFORM ACTION

With your list of reports displayed, select the report you want to FTP and click _ Remote |,

Remote pracess T IELLLAR
I FIR e Check the FTP check box.

" MORDS

Close |

STEP 2:

a. IP Address: Enter a valid IP Address for the printer.

b. FTP User Id: Enter your user id for the printer you
are printing to.

c. FTP Password: Enter your password for the printer
you are printing to.

d. Click OK.

CH 2
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Print Reports via FTP x|
2l
IP Address: [ -
FTP User Id: | -
FTP Password: |
0OK I Clear | Cancel
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Deleting A Report

Deleting A Report

To delete a report, use the following steps:

1. With your list of reports displayed, highlight the report you want to delete.
2. Click Delete.

A dialog box similar to the following is displayed:

Confirm Record Delete :: X|

a. Click Yes to delete.

Report DPTKO21R  will be deleted.

Do you wish to continue?

No
b. Click OK. X
You are returned to the Reports Menu. d ) Repart was successfly deleted
c. If you want to delete another report you can do so at this time; oth-
erwise, click Exit and you will be returned to the DPAS Main Menu.
CH?2 382
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Practical Exercise: QuickQuery With The Query Wizard

Independent Student Report

Unit of Study: Building a QuickQuery With The Query Wizard
Application: This type of query can be used when you need a simple report fast.

Report Type: Accounting report, filtered by UIC displaying serial number, stock number, fund code
and dollar amount with sum and average.

Instructions:

1. Create a new report using the QuickQuery Wizard.
2. Select the following fields for your QuickQuery Wizard report:

BUSINESS VIEW: CATALOG

FOLDER(S) DATA ELEMENT(S)
Catalog Stock Nbr
Generic Nomen
Mfr._Model/Part_Number Mfr_Name
Mfr Part Nbr

3. Filter:

Column: Stock Nbr
Operator: Like

Valuel: 70%*
Sort: Stock Nbr
Click on Entire Document.
Aggregate: Stock Nbr using Count

o vk

~ 5 HINT!
@5 For your Filter: Remember to use the value of “like” because we are using the wildcard to look
' for Stock Numbers that begin with “70”. Refer to the list of operators on page 402.
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Example of the finished report:

& EUREKA:Reporter Designer - [Untitled2]

=¥ File Edit Yiew Insert Query Tools ‘Window Help ;Iilll
DEH SR @~ |FE|Ow|
WE (N D[ LY B B
I':ﬂ'j Times Mew Roman j“‘lﬂ j| B 5 U |§ = = |£I I j ‘

SerialMNbr StockNbr DollarAmt FundCd | UIC =
TO36-MH-206 FO21703593020 11100000 | P& WATED
TIIRI-BV-138 FO21703593008 111302.00 | P& W4aa07
TIIRI-BV-137 FO21703593105 11130200 |FB WAV
TIIRI-BV-137 FO21703593105 11130200 |FB WAV
TIIRI-BV-137 FO21703593105 11130200 |FB WAV
TIIRI-BV-137 FO21703593105 11130200 |FB WAV
TIIRI-BV-137 FO21703593105 11130200 |FB WAV
TIIRI-BV-137 FO21703593105 11130200 |FB WAV
TIIRI-BV-137 FO21703593105 11130200 |FB WAV -
TFO36-MH-108 025011725133 11100000 |FB WAV
TFO36-MH-107 025011725133 11100000 | P& W4aa07
TFO36-MH-106 025011725133 11100000 | P& WATED
102-3V-7310 025011725133 11100000 |FB WOUEA
102-3V-7410 025011725133 11100000 |FB WOVG
102-3V-7510 025011725133 11100000 |FB WOWL1
102-3V-7610 025011725133 11100000 |FB WIOVPA
102-3V-7710 025011725133 11100000 |FB WY
102-3V-7810 025011725133 11100000 |FB WiDCn
102-3%-7910 025011725133 11100000 |FB WIEAZ
102-3%-79110 025011725133 11100000 |FB WIHC
102-3v-79111 025011725133 11100000 |FB WINW0
1070 ST 70147 TOLN1ATIE T 111000 nn |l oo TETARTTRT il

M4 Record [1 AL IER! | »IJ

Ready [ [ ’W_
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Example of the finished report:

& EUREKA:Reporter Designer - [Untitled3]

E N i
R s
| Acy Cost |

27508300

S7E00
26287100
97700
28173100
177700
28328900
177700
28326900
177700
28306900
177700
28272400
177700
28312000
177700
27309300
1166.00
27322800
138800
27055900

T T [
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Building A Quick Filter In QuickQuery

Unit of Study: Creating Quick Filters in your QuickQuery Documents.

Application: Use this function when you want to reduce the amount of detail information on your
query.

Report Type: UIC total dollar amounts under each individual fund code.
Activity: Student Hands-On with Instructor direction

Instructions:

1. Open a new QuickQuery report without the wizard.

2. Depress the F2 Function Key if your object directory is not open.
3. Select the following fields for your QuickQuery report:

BUSINESS VIEW: DEPRECIATION EXPENSE

FOLDER DATA ELEMENTS
Catalog Stock Nbr
Serial_Hand_Receipt Acq Cst Serial Nbr
Fund Cd UIC

g EUREKA:Reporter Designer - [Untitled2]
E!Eile Edit  Wiew Insert Query Tools Window Help

DEH SR 2r- = |F (e

BB |22 L2%v By H|

I':ﬁj Times New Roman L”I‘ID LI| B I U === |M|I_

AcqCost FundCd | StockMNbr SerialMbr c

445.00 [FB 1005000735421 | 1892874P5-01 W1DCO3
445.00 |FB 1005000735421 | 1892874P5-02 W1DCO3
445.00 |FB 1005000735421 | 2226201 WIMKAA
446.00 |FB 1005000735421 | 22262-02 WIMKAA
446.00 |FB 1005000735421 | 4259830-01 WLNVO3
446.00 |FB 1005000735421 | 4259830-02 WLNVO3
445.00 |FB 1005000735421 | 4751401 WIHCAA
445.00 [FB 1005000735421 | 47514-02 WIHCAA
44600 1005000739421 |48174178-01 WoAAAL
44500 P4 |100500073942L | 48174175-02 WCALAL
44500 |FB 1005000739421 | 4871301 WOUGAAS
44500 |FB 1005000739421 | 48713-02 WOUGAAS
4500 (P4 [1005000739421  |487141091-01 WDCTIM

4. In the Fund Code Column, highlight one cell of Fund Code PA.

5. Click on £ (Apply Filter Icon). This will apply a filter to the current section. This action will

automatically filter your report to show only the assets with the fund code of PA.
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Example of the finished report:

& EUREKA:Reporter Designer - [Untitled1] S & x]
EF Fle Edt Yiew Insert Query Tools indow Help =18 %]
DEMSRm|i el - 7% (0w
T @ || %%V B |
[ Tmes New Fomen i | [ |- - ‘
AcqCost FundCd | SeriallNbr StockNbr uic =]
4600[FA  |48174175-01 1005000730421 | WCAAAA
M600[PA  |4BIT417802 1003000739421 | WCAAAA
M600[FA  |4E714100101 1005000730421 | WDCTOM
M600[FA  |4E714100102 1005000730421 | WDCTOM
M600[PA | 389T2LKF-01 1003000739421 | WATH09
M600[PA | 389TILKF-02 1003000739421 | WATH09
4600|FA  |FE2075.01 1005000730421 | WOUZAA
M600|FA  |FE20875-02 1005000730421 | WOUZAA
M600[PA  |HTED919.01 1003000739421 | W69y
44500|PA  |HTEO919-02 1005000739421 | WWds907
M600|FA  |KF30127401 1005000730421 | WAXAA
M600[PA  |KFa9IZ7402 1003000730421 | WAL
M600[PA | XSWHUINLOL 1003000739421 | WBZTAA |
M600[FA | HEWOUONL0Z 1005000730421 | WEZTAA
31600[FA  [3252501 1005006780838 | WATS0D
31600[PA  |3252502 1003006789828 | WATHOY
31600[PA  |489714R01 1003006789838 | WDCTOM
31600[FA  |480714R-02 1005006789838 | WDCTOM
31600 |FA 01 1005006780838 | WCAAAA
31600[PA | 576839090002 1003006789838 | WCAAAA
31600[PA  |RQZILOL 1003006789838 | WOUZAA
31600|FA  |RQ232-02 1005006780838 | WOUZAA
31600[FA  |RT20901-01 1005006789838 | Wd6o07
31600[PA  |RT29010Z 1003006789838 | WHI6907
31600[PA  |T28949-01 1005006789838 | WEZTAA
31600[FA  |T28040-02 1005006780838 | WEZTAA
31600[PA | TU13508-01 1003006789838 | WANOAA
31600[PA | TU13908-03 1003006789838 | WAXDAA
38500[FA  |4897113101 1005013368365 | WOUZAA
38500[FA  [4897113102 1005013368365 | WOUZAA
38300[PA  |525258DT-01 1003019368265 | WATH09 'j
M 4TRecord [1 WMl <] I+
Ready [ |mum

6. At the menu bar, select Query>Filter>Save As.

Tools  window Help

“Wizard, .,
TM1 Cube Wizard. .,

Sort Order...

Cuick Filkers. ..

Setup...
Defaul: Font, .,

Please enter Quick Filter name: IFund Code PA
coen |

8. Click OK.

9. Click on % (Clear Filter Icon). This action will clear your document of the Quick Filter.
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10. At the menu bar select Query>Quick Filters...

ety
Wizard, ..
TML Cube \Wizard, .,

Sort Order. ..
Filter 3
Guick Filters. ..

Sekup...

Default Font. ..

Database Connection Crverride. ..
QL Dverride, .,

Cache Override...

QuickQuery Properties, .

View

Refresh Cache

This will bring up the Quick Filter Screen that will list your Quick Filter. From here you can select the listed
filter and it will apply it to your document.

11. Highlight Fund Code 98.
12. Click OK. Your document is now filtered again by the fund code of 98.

Qe

Wizard. ..
THM1 Cube Wizard. ..

Sort Order, .,
Filter 3
Quick Filters, .,

Setup...

Default Font. ..

Database Connection Crerride. .
SgL Override. .

Cache Cwverride, ..

GQuickQuery Properties. ..

Views

Refresh Cache

13. Clear the filter by using the Clear Filter Icon.
14. Repeat the process for Fund Code PA (start at Step 4 through Step 8).
15. After filtering by PA, save your report as QQFILTER, we will be using it in the next exercise.
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Building Translate Values Using QuickQuery
Unit of Study: Creating Translate Values within a Document.

Application: Value translations allow you to substitute one value for another.
You can use value translations to:

Replace a technical term or code with a familiar term

Draw attention to a significant value

Add more information about certain values
Express a numerical month as an alphabetic month

Report Type: Continuation of fund code report (QQFILTER) translating dollar amount.

Activity: Student Hands-On with Instructor direction

Instructions:
1. If closed, open QQFILTER report.
2. Double-click on the Dollar Amt column heading.
3. The Column Dollar Amt window will appear.
4. Select the Translate tab.
5. Double-click on the Detail folder in the Object Source.
6. Double-click on Dollar Amt to move it to the Object field.
7.  Set the Operator to >= (greater than or equal to).
8. Enter 100000 in Valuel.
9. Then Become: Enter "CAPITAL ASSET".
10. Click Add Case.
11. Otherwise Become: Enter "NON-CAPITAL".
Column: DallarAmt (Untitledl.igr)
Column | Font  Translate |
Object: Operator: Walue 1: el 2
Whenl b- =l ! Add Case Activates your condition.
then Become: ICAF'TIAL ASSET
Delete Case This will remove an
Dollardmt Greater Than or Equal To 100000 Become CAPTIAL ASSET [Value] eXiSting Condition. YOU
q | O will ngedt tt:)o Pighlight the
- Object Source fdd Case I [elete Case [ adify Case | (S:ZIS:CtIEfIIS suﬂsnyou
Otherwize Become
& Dollarmt |Doua,,;mt Modify Case This will allow you to
FundCd _ — make a change to an
Hairfed . R Tie: e -] existing condition. You
EI| _.|—| will need to highlight the
case first before you
select this button.
QK Cancel Help
CH2 437

1 October 2004



Building Translate Values Using QuickQuery

12. Click OK.
13. Save your report.
14. DO NOT close the report — we will continue to use it in the next Unit of Study.

Example of the finished report:

g.:"EUREKA:Reporter Designer - [CZ2-61.iqr]

E_! File | Edit Miew Insert Query Tools ‘Window Help _Iﬂlil
[oedglm|ima- |7z |ew|
|8 ||x ¢ e8| 2% %Y & B
“I']lﬂ Times Mew Roman j ||1U j| B I U | E = = | .|'| I j ‘
DollarAmi FundCd | Seriallhr StockNhr uIc I
CAPTIAL ASSET |C1 64634563446 025011725133 HGLO0L
CAPTIAL ASZET |C1 SHAARIA6344T FO25011725133 HO1o02
CAPTIAL ASSET |C1 ShddE350344E T025011725133 HOQ1003
CAPTIAL ASZET |C1 6440345634471 FO25011725133 HOL005
CAPTIAL ASSET |C1 SodsA34563447 20 TO25011725133 HOQ1006
CAPTIAL ASEET |Cl 6446345653446 TO025011725133 HO1001
NON-CAPITAL |C1 SHAAG34563446 025011725133 HO1001
NON.CAPITAL |C1 3644834565446 TO25011725133 HO1001
CAPTIAL ASZET |C1 34567 F021035000322 HO1020
CAPTIAL ASSET |C1 34567 TO21035000333 HOQ1020
CAPTIAL ASZET |C1 34568 FO021035999332 HO1020
CAPTIAL ASSET |C1 34569 021035999373 HOQ1020
CAPTIAL ASEET |Cl 34568 TO021035000332 HO1020
CAPTIAL ASZET |C1 34569 T021035999322 HO1020
4[4l Recard [1 3 N | »IJ
Ready WM |
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Generating A Hand Receipt Report By HRH Nbr

3. Select Generate Inventory from the program list.

Hand
Receipt
End Item Actions 3
Component Actions [
Bar CdfSer Nbr Change

HRH Pending Turn-InfTransfer
Dakabase/UIC Transfer Actions  k
Mfr Kew Change

Bull: Asset Price Adjustment

Mass Changes ]

MajfSub Hand Receipt Holder

Warranty/Svec/Loan/Lease

SKOUBII/AAL Inventory

Excess Actions b

Inventary Actions Generate Invenkoties

Manage Inventories

4
GRS |Update Inventory Data
Reparts b Forecast HRH Inventories
iti 4
Inquiries PLiZDr Manager
Help Print Bar Cd Labels
. STEP1:
2l
Inventory Type Group Box:
~Inv Type———— Actions
& HBH * Initialize Inventory and Generate Report a. Accept the defaUIt HRH.
¢ Authorizati " Initialize Inventory .
S Actions Group Box:
 Sensitive ¢ Generate Report
f. Soyplontphic RACiOnts b. Select Initialize Inventory and
" Location ! Actbl: Generate Report.
© Cyclic @ Specific: uic I |I|
Generate Group Box:
~Generate
. Online [.| Include Report Measage c. Select whether you want this report to
¢ Batch Msg Id: | ] run On-line (immediately) or in the
Batch (overnight) process. If your
oKk | Clear | Exit | property book is large, it may be a good
idea to run this process in Batch so not

to degrade the system.
UIC Options Group Box:

d. Specific UIC: Enter or browse for your UIC.

e. If you want to include a Report Message, check this box.

f. Msg Id: If you chose to include a report message, browse for the message you wish to include.
These messages are built in the Utilities module.

g. Click OK.
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Generating A Hand Receipt Report By HRH Nbr

Sort Sequence Group Box:
~Key Data
uic: Actions:  Init Inv and Gnr Rpt
a. Select the order in which you want your report Generate: On-line
sorted. ~Sort Seq Report A
= Bar Code [~ Sub-Hand Receipt [s]
 Location [~ SKO/BIljAAl Hand Receipt
Report Annexes Group Box:  Stack Nbr I SKO/BIIjAAl ExcessfShartage
 Momenclature
b. If desired, select a report annex report. O LIN
~Options
[~ HRH Range [~ Expanded Report
Report Type [ Include Sub-Hand Receipt (s)
Sub Hand Receipt(s) Check if you want a ‘ IS0 e =l ‘
f]ﬁﬂ?rsautg r]S;t:]r:jng?:;ﬁ:)ai:gh of Sched Cmpltn Dt: m Next Inv Due Dt: @ ‘
Inf Submit | Cancel Exit
SKO/BII/AAI Hand Check if you want a hand wo__| — ancel | = l
Receipt report listing of your SKOs,
BlIs, and AAlIs.
SKO/BII/AAI Excess/ Check if you want an excess
Shortage and shortage report of your

SKOs, BlIs, and AAls.

Options Group Box:

c. If desired, select an option.

Option Type

HRH Range Select this check box if you want to request a range of Major HRH Nbrs. If you
also want to include Subs, select the “Include Sub-Hand Receipt(s)” check box.
The screen HRH Nbr input field will be deactivated when a HRH Range is
entered.

Include Sub-Hand Receipt(s) Select this check box if you want to request a range of Major HRH Nbrs with all
of its Subs included (this can also be used with the HRH Range). The screen
Sub HRH Nbr input field will be deactivated when this check box is selected.

Expanded Report This will generate a more detailed report.

o

HRH Nbr: Enter the hand receipt holder for which you are generating this report. If you selected
HRH Range in the Options group box, you will be prompted to enter the beginning HRH Nbr and the
ending HRH Nbr.

e. Sched Cmpltn Dt: You can accept the default of 2 weeks from the current date or change to the
expected completion date.

f.  Next Inv Due Dt: You can accept the default date or change the date to the expected next
inventory due date. This date is determined by Agency. For Navy users, it defaults to 3 years out and
all others it defaults to 1 year out.

g. Click Submit.
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Reconciling A Manual Inventory

UPDATE INVENTORY DATA

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.

2. Select Inventory Actions from the program group.
3. Select Update Inventory Data from the program list.

Hand
Receipt

End
Zam|

Item Actions
ponenk Actions

Eat CdfSer Mbr Change
HRH Pending Turn-In/Transfer
Database/IUIC Transfer Actions
MFr Kew Change

Bulk Asset Price Adjustment

Mass Changes

IMajsub Hand Receipt Holder

WarrantySvciLoan/Lease

SKOJBIL AAT Inventory:

Excess Actions

Inventory Actions

Interfaces

Repoarks
Inquiries

Generate Invenkaries
Manage Inventories

Update Inventory Data

Farecast HRH Inventaries

Help

POCD Manager
Print Bar Cd Labels

x|
2l
~Selection
Bar Cd: ] J
" by Asset Stock Nbr: _I
I” Bulk Asset Serial Nbr: | [
@ Inv List Nbr Inv List Nbr: | E|
Inv Except Cd:l -hl11 j
ok | clear | Exi

CH 2
1 October 2004

STEP 1:

a. Selection: Select Inv List Nbr.

b. Inv List Nbr: Enter or browse for the
inventory list number of the inventory you
will be updating.

c. Inv Except Cd: Accept the default All.

d. Click OK.

You will need to go to STEP 3, in the Manage
Inventories process to view the unreconciled
assets.
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Reconciling A Manual Inventory

MANAGE INVENTORIES

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
3. Select Manage Inventories from the program list.

Hand
Receipt

End Item Actions

Cornponent Ackions

Bar CdfSer Mbr Change

HRH Pending Turn-In/Transfer
DatabasefUIC Transfer Actions
MFr Key Change

Bulk Asset Price Adjustment

3

IMass Changes

Maj/Sub Hand Receipt Holder

Warranky/Sve/Loan/Lease

SKOJBILAAL Inventory

Excess Actions

Inventory Actions

Generate Invenkories

Manage Inventories

Interfaces 3
Update Inventory Daka
Reports 3 Forecast HRH Inventories
Inquiries 4
5 PDCD Manager
Help Prink Bar Cd Labels
Key Data
~Inv Type ~Options 2
o« All Inv Process Cd: I j
© HRH Sched Cmpht D[ |~ | e |
" Authorization
 Sensitive uic: _I
" Cryptographic HRH Nbr: _I

 Location

=~ Cyclic

Inw List Nbr:

Loc: I

|

ok | Clear |  Ext |

STEP 1:

a.

b.

Inv Type: Select the type of inventory
you conducted.

Inv Process Cd: Since you are
reconciling an open inventory, accept the
default O* -All Open Inventories.
UIC: Enter or browse for your UIC. This
field is not mandatory. This field will
further filter the inventories requesting to
view/manage.

d. HRH Nbr: Enter or browse for the HRH Nbr for which the inventory was conducted. This field is not
mandatory. This field will further filter the inventories requesting to view/manage.

e. Inv List Nbr: Enter or browse for the Inventory List number for the inventory you are going to
reconcile.

f. Loc: Enter or browse for the location. This field is not mandatory. This field will further filter the
inventories requesting to view/manage.

g. Click OK.

CH 2
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Closing A Manual Inventory

Once an inventory has been closed, the following updates will occur on the Serial, Component and Bulk
Hand Receipt Tables Inventory tab, as applicable (see the End Item Serial, End Item Component, and End
Item Bulk Inquiries):

**End Item Serial Inquiry 5'
Transaction InV User Id iS moved to InV User Id Basic | Catalug.l'Mfrl ITfExcess I Inventory I Accounting | Deprn |
and Rcl Inv User Id BarCd: 000001 Stock Nbr: 2320010907891
il Nbr: 109-TR-001 Nomen:  TRK CGO 1/2T 6000
" Transaction Last Inv Dt is moved to the Last Woucmmmu DATA =
Inv Dt and Rcl Last Inv Dt. Also, moved to thE\W Inv User Id: INSTRO1
Hand Receipt Holder Table’s Last Inv Dt. Rel LastInvDt: 20030331 Last Inv Dt 20030331
@ Transaction InV LISt Nbr iS moved to the Cause ICause of Last Rcl Dt Chg: 83058W8U6AABAG1 Cause of Last Inv Dt Chg: 83058W0U6AABRG1
Lst Rcl Dt Chg and Cause of Last Inv Dt Chg. It SW Inv Input Type: )
is removed from the Inv List Nbr field. —e WOLBAA Inv UIC: WILBAR
HRH Nbr: WO Inv HRH Nbr: WOUBCS
o A "0" is moved to the Inv Input Type and Rcl Loc e T —— ELE 707
Inv Input Type. . - e
o Transaction UIC is moved to Inv UIC. &wﬂ/z M {Brovious | Net | Newlnquiry| Esit |

//
Transaction HRH Nbr is moved to Inv HRH Nbr.

NOTE:
For bulk items only, the record Qty is moved to the Inv Qty.

\‘\‘Tﬁﬂ“\ \
S \%/

The following updates will occur on the Inventory Table (see the Manage Inventories Inquiry):

¥ Manage Inventories Inquiry x|
|
tnv List Nbr: 04049WOLGAANNNT S A CM” is moved to the Inv Process Cd on
Actbl UIC: WOLBAA uic: WOLBAA L1 the Inventory Table.
Inv Type Cd: HR Inv Process Cd: CM ]
HRH Nor 01000 Loc: __w gyéstem Date is moved to the Inv Closed
Sched Cmpltn Dt 20040303 Inv Closed Dt: 20040331
Inv Creatn Level: H Inv Modfctn Cd:
Rpt HRH Sub Ctl Cd: Prop Type Cd:
LIN: LIN To:
Rpt Msg: 11 =
: of
Record 1 of 105 Previous Nest Newnguiry | Exit |
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Closing A Manual Inventory

The following updates will occur on the Hand Receipt Table (See Maj/Sub Hand Receipt Holder Inquiry).
There are no updates for Cyclic or Location type inventories.

x|
2|
. . Basic | Inventony. I Contract |
Transaction Last Inv Dt is
moved to the Last Inv Dt NWBMEM HRH Major Nbr: 01000 HRH Sub Nbr:
the appropriate inventory type. e
E Transactlon Next Inv Due Dt |s HEH Last Inv Dt:- 20030401 HRH Inv Due Dt: 20060401
moved t'O Iny Due Dt for Authn Last Inv Dt: 200304m Authn Inv Due Dt: 20060401
appropriate inventory type.
Sensitive A Last Inv Dt: 20030401 Sensitive A Inv Due Dt: 20040401
Sensitive O Last Inv Dt: 20030401 Sensitive O Inv Due Dt: 20040401
Crypto Last Inv Dt 20030401 Crypto Inv Due Dt: 20040401
Record 1 of 4 Previous Next New Inquiry Exit
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Generating A Sensitive Items Inventory

Generating A Sensitive Items Inventory

INTRODUCTION
In this process we will generate a sensitive item inventory. Sensitive item inventory is the physical
count of items identified as sensitive by a specific service (e.g., firearms, ammunition, night vision
devices and navigation systems (GPS)). This also may include items that are identified as pilferable.
This process is used for both manual and automated inventories.

OBJECTIVES

The student will be able to identify the parts and explain the functions of generating sensitive item
inventory.

PREREQUISITES

None
APPLICATION

Generate a sensitive item inventory.
ACTIVITY

Instructor-led lecture with Student Hands-on

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
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Generating A Sensitive Items Inventory

3. Select Generate Inventories from the program list.

Hand
Receipt
End Trem Actions 3
Component Actions }
Bar CdfSer Nbr Change

HRH Pending Turn-In Transfer
DatabasefIIC Transfer Actions  »
MFr Key Change

Bulk Asset Price Adjustment

Mass Changes 3

MaifSub Hand Receipt Holder

Warranty/Sve/Loan/Lease

SKOJBIITAAT Inventaory

Excess Actions 4

Inventory Actions Gaenerate Inventories

Inter N Manage Inventories
ieraces |Ipdate Inwerkory Data
Reports ¢  Forecast HRH Inventories
Inquities »

. PDCD Manager
Help Print Bar Cd Labels

¥ Generate Inventories ;Iglﬂ STEP 1:
N L Inv Type Group Box:
& [nitialize | h d G te R rt agm
' HRH nitialize Inventory an ENErate REpo a. Select Sensrtlve_
 Authorization  Initialize Inventory
£ sendlive [ eneiee: Debot Actions Group Box:
¢ Cryptographic ~UIC Opti
f;, Location £ Achl e b. If you want a copy of the inventory, select
{; e £ frean Initialize and Generate Report. If you do
T noF |:1e§d (or want) a copy of the report, select
& Online I Incliide e nar Message Initialize Inventory. If you only want a hard
© Batch Mol T copy of the report with initializing the inventory,
select Generate Report.
oKk | Clear | Exit |

UIC Options Group Box:

c. Actbl UIC: Click this radio button to submit the request at the Accountable UIC level.
d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be
accessible.

Generate Group Box:
e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process.

If your property book is large, it may be a good idea to run this process in Batch so not to degrade the
system.
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Generating A Sensitive Items Inventory

f.  If you want to include a Report Message, check this box.
Msg Id: If you chose to include a report message, browse for the message you wish to include.
These messages are built in the Utilities module.

h. Click OK.

STEP 2:

a. Sort Sequence Group Box: Select how
you want your report sorted. This will not
be available if you only initialized the
inventory.

b. Type Group Box: Select the type of
sensitive item inventory you wish to
perform.

Both Includes all items classified as
sensitive in nature.

Weapons and
Ammunition

Only weapons and ammunition.

Other Than
Weapons and
Ammunition

Items such as night vision
goggles, Global Positioning
Systems (GPS), STU III phones,
etc.

You can also include items that
are deemed pilferable.

Include Pilfer-
ables

itive Item Inventory Report

L ?

L B =
~Key Data

Actbl UIC: Actions:

uUIC: Generate:
~ Sort Seq e ~Type

& Bar Code & Both

¢ Location  WWeapons and Ammunition

¢ Nomenclature ¢~ Other Than Weapons and Ammunition

" Stock Nbr [" Include Pilferables
~Opti ~Report Annex
" HRH Nbr
I~ Range [~ Sub-Hand Receipt [s)
" Include Sub-Hand Receipt(s)
~From ~To
HRH Nbr: I I _| HRH Nhr:l _|
Sched Cmpltn Dt: I E Next Inv Due Dt:l E ‘
Info | Submit I Cancel | Exit |

c. Options: If desired, you can choose for a specific HRH Nbr, a range of HRH Nbrs, and include all the

sub-HRHs.

HRH Nbr This selection will require the entry of a HRH Nbr. One Inventory Number will be created. If the HRH Nbr is
not entered, a roll up report is not created, but instead individual Inv List Nbrs are created for each HRH Nbr
under the UIC. If submitted for the Actbl UIC, an Inv List Nbr is created for each HRH Nbr or UIC change
under the Actbl UIC.

Range This selection will require a From and To HRH Nbr. An Inventory Number will be created for each HRH Nbr in
the range. An Inv List Nbr will be created for each HRH within range.

Include Sub- This selection will retrieve all assets for the sub-hand receipt holders associated with the Major-hand receipt

Hand holder entered.

Receipt(s)

d. Report Annex: Check the Sub Hand Receipt(s) on/y if you want a separate report listing for each

of the sub-HRH Nbrs for a specific HRH Nbr or range of HRH Nbrs. This will not be available if you only
initialized the inventory.
HRH Nbr: Enter or browse for the HRH Nbr and/or sub-HRH Nbr. If you did not select the HRH Nbr

e.
Option, this field will not be accessible. If you selected the Range option, you will need to enter the
beginning HRH Nbr for which you are generating this report.

f.  To HRH Nbr: This field will only display /fyou selected the Range option. You will then need to
enter the ending HRH Nbr for which you are generating this report.
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Generating A Sensitive Items Inventory

g. Sched Cmpltn Dt: The default date is 2 weeks from the current date. If needed, you can change
this date to the desired expected completion date. This field is not accessible if you are only
generating the report.

h. Next Inv Due Dt: The default date is determined by your Agency. For Navy users, the default date
is 3 years out and all other agencies the default date is 1 year out. This date can be changed per your
Agency.

i. Click Submit.

The following dialog box is displayed:

Status X ;. cickok

@ Report Submitked | K. Click S| o print the inventory. You are returned to the Reports
Menu screen where you can select the inventory report you wish to
print.
[.  Once you have selected your inventory report, click the Print button.
m. Your Windows Print dialog box is displayed and you can print your
report.

n. Return to the DPAS Main Menu.

T

T O\ NOTES:

\\//\ Once the inventory is initialized, the system will automatically assign an inventory listing
\(/ number. This number consists of the following format: ordinal number (YY+ Julian day) +

UIC + a 4 position serial number that will be reset everyday.

The ordinal number is the 5-positions, first two are the year (example: 03) and the next three
are the Julian day (example: 038).
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Generating A Cryptographic Items Inventory

INTRODUCTION

In this process we will generate a Cryptographic Item inventory. Cryptographic Item inventory is the
physical count of Communication Security (COMSEC) Equipment and Components as specified by a
specific service or agency. This process is used for both manual and automated inventories.

OBJECTIVES

The student will be able to identify the parts and explain the functions of generating cryptographic
item inventory.

PREREQUISITES

None
APPLICATION

Generate a Cryptographic Item inventory.
ACTIVITY

Instructor-led lecture with Student Hands-on

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
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Generating A Cryptographic Items Inventory

3. Select Generate Inventories from the program list.

Hand
Receipt

End Trem Actions 3
Component Actions }
Bar CdfSer Nbr Change

HRH Pending Turn-In Transfer
DatabasefIIC Transfer Actions  »
MFr Key Change

Bulk Asset Price Adjustment

Mass Changes 3

MaifSub Hand Receipt Holder

Warranty/Sve/Loan/Lease

SKOJBIITAAT Inventaory

Excess Actions 4

Inventory Actions Gaenerate Inventories

Interfaces 5 Manage Inventories
|Ipdate Inwerkory Data

Reports ¢  Forecast HRH Inventories

Inquiries ’ PDCD Manager

Help Print Bar Cd Labels

" Sengitive " Generate Report

i S| -uIC Opti
 Location " Actbl:
 Cyclic & Specific: uic E
—Generate
& On-line [" Include Report Message
" Batch Msg Id: I |
ok | Clear | Exit |

-101x]
2
- Inw Type ~Actions
 HRH & Initialize Inventory and Generate Report
 Authorization " Initialize Inventory

UIC Options Group Box:

STEP 1:

Inv Type Group Box:
a. Select Cryptographic.
Actions Group Box:

b. If you want a copy of the inventory, select
Initialize and Generate Report. If you do
not need (or want) a copy of the report, select
Initialize Inventory. If you only want a
hard copy of the report with initializing the
inventory, select Generate Report.

c. Actbl UIC: Click this radio button to submit the request at the Accountable UIC level.
d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be
accessible.

CH 2
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Generating A Cryptographic Items Inventory

Generate Group Box:

e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process.
If your property book is large, it may be a good idea to run this process in Batch so not to degrade the
system.

f.  If you want to include a Report Message, check this box.

g. Msg Id: If you chose to include a report message, browse for the message you wish to include.
These messages are built in the Utilities module.

h. Click OK.

STEP 2:

a. Sort Sequence: Select how you wantyour . p.p,
report sorted. If you only initialized the Actbl UIC: Actions:
inventory, then the sort sequence will not be uic: Generate:
available. ~Sort Seq Report Annex

b. Report Annex: Check the Sub Hand (‘: f:;:l:n I Sub-Hand Receipt]s]
Receipt(s) only if you want a separate g —
report listing for each of the sub-HRH Nbrs  Nomenclature
for a specific HRH Nbr or range of HRH  Opti
Nbrs. This will not be available if you only L} HRH Nbr
s e 1 . [ HRH Range
Inltlallzed the |nVent0ry. [~ Include Sub-Hand Receipts[s]

c. Options: If desired, you can choose for a
specific HRH Nbr, a range of HRH Nbrs, and HRHNbe [ | .

InCIUde a” the SUb HRHS Sched Cmpltn Dt: I—E Next Inv Due Dt:l—@ ‘
Info | ’WI Cancel | Exit |

HRH Nbr This selection will require the entry of a HRH Nbr. One Inventory Number will be created. If the HRH Nbr is

not entered, a roll up report is not created, but instead individual Inv List Nbrs are created for each HRH Nbr
under the UIC. If submitted for the Actbl UIC, an Inv List Nbr is created for each HRH Nbr or UIC change
under the Actbl UIC.

Range This selection will require a From and To HRH Nbr. An Inventory Number will be created for each HRH Nbr in
the range. An Inv List Nbr will be created for each HRH within range.

Include Sub- This selection will retrieve all assets for the sub-hand receipt holders associated with the Major-hand receipt

Hand holder entered.

Receipt(s)

d. HRH Nbr: Enter or browse for the HRH Nbr and/or sub-HRH Nbr. If you did not select the HRH Nbr
Option, this field will not be accessible. If you selected the Range option, you will need to enter the
beginning HRH Nbr for which you are generating this report.

e. To HRH Nbr: This field will only display /fyou selected the Range option. You will then need to
enter the ending HRH Nbr for which you are generating this report.

f. Sched Cmpltn Dt: The default date is 2 weeks from the current date. If needed, you can change
this date to the desired expected completion date. This field is not accessible if you are only
generating the report.

g. Next Inv Due Dt: The default date is determined by your Agency. For Navy users, the default date
is 3 years out and all other agencies the default date is 1 year out. This date can be changed per your
Agency.

h. Click Submit.
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The following dialog box is displayed:

Status |_

i. Click OK.

j.  Click to print the inventory. You are returned to the Reports

Menu screen where you can select the inventory report you wish to
print.

k. Once you have selected your inventory report, click the Print button.

I. Your Windows Print dialog box is displayed and you can print your
report.

m. Return to the DPAS Main Menu.
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Skill Builder: Manual Inventory

Objectives: You will:

> Review Manual Inventories
> Discussion Questions

Complete the following exercise:

1. Which of the following are the steps involved in canceling an inventory?

A.

The Inventory Process Code changes when an inventory is canceled. This automatically removes
the inventory from the Manage Inventories List.

The Inventory Process Code changes when an inventory is canceled. However, this does not
remove the inventory from the Manage Inventories List.

The Inventory Process Code changes when an inventory is canceled. However, this does not
remove the inventory from the Manage Inventories List. The user must also process an End Item
Decrease action.

The Inventory Process Code does not change when an inventory is canceled. The user simply
cancels the inventory from the Manage Inventories List.

2. In DPAS, which of the following constitutes an overage?

A.

B.

C.

The asset's HRH has been changed.
An asset listed on the inventory can not be found.

The item was transferred to DRMO or another activity and not properly removed from the property
book.

The asset is missing a bar code label.

3. What is the proper order of the DPAS activities associated with the inventory process?

CH 2

Managing the inventories
Reconciling the results of the inventories against the baseline
Deciding what to inventory and generating it

Conducting the inventory (using a manual or automated process)

493

1 October 2004



Skill Builder: Manual Inventory

CH 2

Which inventory allows for individual inventories to be performed on fractions of accountable assets at
specific intervals?

A. Cryptographic
B. Cyclic
C. Hand Receipt Holder
D. Authorization
A common use of the location inventory might occur when the Commander, in response to forced or
unlawful entry, or discovery of an open or unattended storage area, directs a special inventory. (True
or False)

True False
It is a DPAS inventory best practice to track the physical whereabouts of an asset using the Location,
and when feasible, Sub-Location fields. (True or False)

True False
After the user corrects all outstanding discrepancies for a manual inventory, the inventory will
automatically close. (True or False)

True False

When conducting a manual inventory, the inventory personnel should be documenting quantity,

nomenclature, serial number, condition and on the inventory report.
A. Cost
B. Bar Code

C. Location/Sub-Location

D. HRH Number
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Creating New Locations

STE P 2 : ¥ Inventory Location Add/Delete =10l =|
el -

a. Review the information that is

Key Data

displayed.
b. If the data displayed is correct, click uic:
Add; otherwise, click Cancel. Aetivity:

The Transaction Processed dialog box will be
displayed.

Add Cancel Exit

c. Click OK.

You will be returned to the Key Data screen.

d. Click Exit.

Deleting Locations

In order for the delete to process, there can be no assets assigned to the location you are deleting.

1. Enter or browse for the UIC.

2. Enter or browse for the location you are deleting.

3. Click OK.

4. Click Delete.
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Practical Exercise: Adding New Locations and/or Sub Locations

Title: Adding New Locations and/or Sub Locations

Objective: At the completion of this exercise the student should demonstrate a capacity to create new
locations and/or sub locations.

Prerequisites:

References: Reference in the manual Chapter Seven

Scenario: Your organization has just built a new 7-story office building. You will need to create a new
location and/or sub location into DPAS because you will have new property that will be assigned to that
new location.

Instructions: Use the knowledge that you have gained from Chapter Seven to create a new location.
You will need to determine what should be in the location field and what should be in the sub location
field.

Given: The property will be assigned to Building 73, Floor 2, Cubicle 2C-107

Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Establishing Fund Codes And/Or Appropriation Allotment Serial

Numbers
MODULE: Utilities

INTRODUCTION

The purpose of this process is to provide for the interactive establishment or deletion of a Fund Cd
and/or Appn record for each Unit Identification Code established on the Unit Identification Table.
Fund Codes are mandatory in DPAS.

TN NOTE:
K > Appropriation Allotment Serial Numbers are defined by the supporting Budget Office to identify
\ a subdivision of funds within an appropriation. Depending upon the requirements of the
accounting system that supports your activity, this code may or may not be a requirement.
The Appn Allot Ser Nbr is a subset of Appn. Use only in conjunction with a Fund Code.

This will allow you to add or delete appropriation allotment serial numbers or fund codes for each UIC
with the Financial Indicator Code of A-Z or 0-9.

It also allows for change of the Type Fund Id to identify whether an organization is a General Fund or
Working Capital Activity.

PREREQUISITES
None

STEPS TO PERFORM ACTION

1. Select the Utilities icon, or select Utilities from the menu bar.
2. Select Master Table Maint from the program group.
3. Select Fund Cd/Appn from the program list.

[ -
UTILITIES
Utilities
Bakch Transaction Review
Masker Table Maint ReportiForm Message
o N Transfer Cd
ar ctions -
Print Reparks
P Doc Mbr Range
Inquiries b Address Dir
| Location
Help Site Cd
PBIC
Fund Cdfappn
LI
Maink Graup Cd
Maint Svs Cross-Ref
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Establishing Fund Codes And/Or Appropriation Allotment Serial Numbers

STEP 1:

a. UIC: Enter or browse for the UIC.

b. Fund Cd/Appn: In the first box, enter a 2-position
fund code. If applicable to your Activity, enter a 5-
position appropriation allotment serial number.

c. Click OK.

~~5 HINT!
é@; If the Acct Sys Cd was set to B (for DBMS) or E (E-Biz), you must load an Appn Allotment Ser Nbr.
If your Acct Sys Cd does not equal B or E, the field can be left blank.

STEP 2:
a. Type Fund Id: Select the applicable code. = =
’7 uIc: Fund Cd/Appn:
Type Fund Identification

D Defense Working Capital Funds

o Other Type Fund Id: |
b. Click Add.
The Transaction Processed dialog box will be Delete add Gancel Exit
displayed.
c. Click OK.
You will be returned to the Key Data screen.
d. Click Exit.

hanging Fun Appropriation Allotmen rial Number:

The Type Fund Id cannot be changed if there are assets in the system for the UIC and Fund Cd/Appn
combination.

1. Enter or browse for your UIC.

2. Enter or browse for the fund code and/or appropriation allotment serial number you are changing.

3. Click OK.

4. Make the necessary change.

5. Click Change.
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\MUIC Add,Change /Delete ~=lolx| STEP 2:

L ElE g

e UMy R ) a. UIC Status: Select whether the UIC is active or

Acthl UIC: { e mmwj‘ { £ { N inactive. If you are changing the status of an
existing UIC, there can be no assets or due-ins

Rty e | for the UIC. If there are, you will receive a

pviy € [ svegacsiyyed: [T Bar Cd Mandatory message indicating that there are assets or

Office Name: | nstallation Cd: | due-ins.

fmed Sve Cd: o] b. Authn Tracking: Select the appropriate option

Frocess I: p| vvemey to designate if your Activity will track authorized

e oym ca =l excess syo ot 3 items (using the Authorizations module). If the

R T splyys i | 7 first position of the UIC begins with “W"” (Army
UIC), this field will be defaulted to Yes and

boge 1 o2 onge | o | maa | cone | cannot be changed. If the first position of the

— — - = - UIC is other than “W”, this field will be defaulted

oo

-

Q@

—.

to No but can be changed only during the Add
process.

Unique Item Tracking: This field designates if an Activity will track CBS-X/UIT information.
Categories of data reported include DoDSASP, CCISP and CBS-X. This sets the interface with LOGSA.
If the first position of the UIC is ‘W, this selection is defaulted to Yes on an Add transaction, but can
be changed if necessary. If the first position of the UIC is other than ‘W', this selection is defaulted to
No on an Add transaction, but can be changed if necessary.

Activity Name: Enter the name of the Activity. At least one character must be entered in this field.
Activity Cd: Enter the Activity Code. The first two positions must be filled; the remaining two
positions are optional.

Svcg Activity Cd: Enter the Servicing Activity Code. The first two positions must be filled; the
remaining two positions are optional.

Bar Cd Mandatory: Check this box if using bar codes for your Activity is mandatory.

Office Name: Enter the name of the office. At least one character must be entered in this field.
Installation Cd: Enter the installation code that identifies a unit for UIT. The first two positions
must be filled; the remaining two positions are optional.

Armed Svc Cd: Select the appropriate code that identifies your service.

Armed Service Codes

A Army Forces M Marine Forces
C Coast Guard N Navy Forces
F Air Force (o] Other

k.
l.

DODAAC: Enter your DODAAC.
Process Id: Select the appropriate code to identify and address unique Service/Agency processing

actions.

Process Identification Codes

A Army
DECA
(o] Other
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structure.

. Major Cmd Cd: Identify you Major Command or Agency of assignment for units and administrative

Acct Sys Cd: Select which accounting system (if any) to which your Activity interfaces.
Excess Sys Cd: Select if you are interfacing with DRMS.

Accounting Systems Codes Excess Systems Codes

A SIFS H SABRS N/ No interface in place

B DBMS I SOMARDS Y Excess In Place, Memorandum of Agreement

C FAMIS h) STARS N Excess In Place, no Memorandum of Agreement
D DWAS K LMP

E e-Biz Y No Interface, Retain Records

G WAAS z No Interface, Delete Record

p. RP Sys Cd: Select which real property system, if any, to which your Activity interfaces.

Real Property Systems Code

A

IFS

PRIDE

g. Sply Sys Cd: This code is set the accountable UIC and indicates which supply system you will

r

interface.

Click Next Page.

¥3UIC Add/Change/Delete

L ElE

=

STEP 3:

2 a,

yF i
Retain Closed Invfor 0030 = pays

~Cyclic | tory Data

™ Update Cyclic Inv Data
Generate Cyclic Inventory By
 HRH

" Loc

Inv Period Start Dt @

Months in Inv Period ::II
Inventories in Inv Period: ﬂ

Last Cmpltd Inv Nbr: ﬂ

b.

C.

Page 2 of 2 Prev. Page | Delete

Add Cancel Ext |

e.

Retain Closed Inv for ## Days: This is used to
tell DPAS how long to keep past inventories on the
system. The date will be defaulted to 30 days but

you can set it as high as 1095 days (or 3 years).

Cyclic Inventory Data Group Box:

Update Cyclic Inv Data: Check this box to update
the information pertaining to the cyclic inventory.
Generate Cyclic Inventory By: Indicates if you
are going to run your cyclic inventory by either HRH
or by Location.

Inv Period Start Dt: This is the date you would
like your inventory to start. This date cannot be a
future date but it can be a past date (if the past date
does not exceed past 3 years).

Months in Inv Period: This is how many months the inventory will go for. DPAS will put the
following defaults: Army-12 months; Reserves-18 months; and all others-36 months. If desired, this

field can be changed.
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Setting Up Bar Code Prefixes

S I E P 2 : ¥#Bar Code Prefix Assignment Add/Change /Delete

Lo [x

=

Bar Cd Group Box:

~Key Data
Bar Cd Prefix:

. HINT! _
_(Y Al the fields in the Bar Cd Group Box ™' et et

"lL " will be for display only if you selected Bar =" [ - o —
Cd Prefix Assignment from the Key [ Prefix Assig G e
Data screen. El
uic: J
El

a. Prefix To: This field is only available for a
change action. If changing the prefix, enter SclectAll | Delete | Add | Caneol Exit
the prefix to which you are changing.

b. Prefix Desc: Enter a brief title explaining the use of the prefix.

Length: Select the total number of position of you bar code.

d. Last Seq Nbr: Enter the last sequence number assigned by the system for a bar code. Leading
zeroes will not be displayed. The number of positions cannot exceed the bar code length.

0

Prefix Assignment Group Box:

_ . HINT!
%% The fields in this group box will be available for input if establishing a new Bar Cd Prefix or if the
! Bar Cd Prefix Assignment radio button was selected on the Key Data screen.

e. UIC: Enter or browse for the UIC that has permission to use this prefix.
f. Click Add. The authorized UIC(s) will be displayed in the Authorized UIC List Box.

The Transaction Processed dialog box will be displayed.
g. Click OK.
You will be returned to the process screen.

h. If you want to authorize another UIC for your prefix, repeat steps 2e through 2g. When you are done,
click Exit.

Changing Bar Code Prefi

1. Select the radio button Bar Cd Prefix Add/Chg/Del.

2. Enter or browse for the prefix you are changing.

3. Click OK.

4. Make the necessary change(s).

5. Click Change.
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Deleting Bar Prefix

1. Select the radio button Bar Cd Prefix Add/Chg/Del.
2. Enter or browse for the prefix you are deleting.

3. Click OK.
4, C(Click Delete.
Deleting Bar Prefix A

ignmen

If you want to delete a UICs that is authorized to use the bar code prefix:

Click OK.

AN

Click Delete.
The following dialog box is displayed:

6. If you want to delete the record,
click Yes; otherwise, click No.

If there are no more UICs for the
prefix, the following dialog box will be
displayed:

7. Click Yes to continue with the
delete process; otherwise, click
No.

CH 2
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Select the radio button Bar Cd Prefix Assignment.
Enter or browse for the prefix you are changing.

Highlight the UIC in the Authorized UIC List Box.

Confirm Record Delete

Are you sure you want to delete this record?

Confirm Record Delete

There are no more UIC's attached to this Prefix.

Do wou want to delete it?
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Printing Bar Code Labels

MODULE: Hand Receipt

INTRODUCTION

This process will show you how to print off bar code labels in DPAS.

PREREQUISITES

You will need to have a bar code printer. DPAS supports the INTERMEC and ZEBRA printers.

In order to print bar code labels, the user must establish a label format for each UIC that will be
utilized. This process cannot be used if there are no label formats created.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.

2. Select Inventory Actions from the program group.
3. Select Print Bar Cd Labels from the program list.

Hand
Heceipt

End Item Actions

Component Actions

Bar CdfSer Mor Change

HRH Fending Turr-In)Transfer
DatabasefIC Transfer Ackions
Mfr Key Change

Bulk Asset Price Adjustment

Mass Changes

Majf5ub Hand Receipt Holder

Warranty/ave/LoanLeass

SKO/EIIIAAT Invenkary

Excess Ackions

Inventory Actions

Interfaces

Reparts
Inquiries

enerate Inventaries
Manage Inventories
Iipdate Inventaory Daka
Farecast HRH Inventaries

Help
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Printing Bar Code Labels

Print Bar Cd Labels | STE P 1 :
2|
Bar Cd Labels | Location Labels | a. Print Options: Select how you want the bar
~Print Options——— [-Label F d UICs des to print
+ Bar Cd + Selective < p .
 UIC  Range az0ex wER
C HRHNbr I IFr‘lclude ?L;h—Hand I Print Options
eceipt [s|
" Stock Nbr ’
B-1.00 x 2.00 Bar Cd The user can request a label for a single
“From To asset or labels for assets within a bar code
Bar Cd: _I Bar Cd: _I range.
uic: ] Th t labels f ts und
. _ UIC e user can request labels for assets under
HRH Nbr: L HRH Nbr: [ a specific UIC.
Stock Nbr: _I
i — — = HRH Nbr The user can request labels for assets under
Number ofcopies:| 1 [_Submit | Clear || it | a specific HRH Nbr or within a range of HRH

Nbrs under a UIC. The user can also print
labels for all Sub HRH Nbr assets under each
Major.

Stock Nbr The user can request labels for assets under
a specific Stock Nbr.

Location The user can request labels for assets under
a specific location or within a range of
locations.

b. If you want to print a particular bar code, select the radio button Selective. If you want to print a
range of bar codes, select the radio button Range.

c. Label Format: Select the appropriate label format. This window will display only those UICs that
have label formats created through the Bar Code Label Format process. The transaction UIC must
have a bar code label format.

From Group Box:

d. Bar Cd: If your print option was Bar Cd, enter the bar you want to print.

e. UIC: If your print option was UIC, enter or browse for the UIC.

f.  HRH Nbr: If your print option was HRH Nbr, enter or browse for the HRH Nbr.

g. Stock Nbr: If your print option was Stock Nbr, enter or browse for the Stock Nbr.

To Group Box:

This group box is only available if you selected to print a range. If you did not select to print a range,
proceed to step j.

h. Bar Cd: Enter the last bar code in the range.

i. HRH Nbr: Enter the last HRH Nbr in the range.

j.  Number of copies: Enter the number of copies of labels you want to print.
k. Click Submit.

The Transaction Processed dialog box will be displayed.

[. Click OK.

m. Click Exit.
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Printing L ion L l

1.

Bar Cd Labels Location Labels

Print Bar Cd Labels E x|

From the Bar Cd Labels, click on the Location Labels tab.

Ii

2. Print Options: Select the appropriate option.

Number of Copies: l]_ Info | Submit I Clear | Exit |

~Print Options ~Label Fi d UICs
@ Uic ' Selective Print Options
" HRH Nbr " Range
 Loc . . .
B Sl — UIC Allows you to print location labels for the entire
LOCATION UIC.
I~/ Include Sub-Hand Receipts
I Include Sub Locs A-1.50x 0.50 HRH Nbr Allows you to print location labels for the entire
I New Sub Loc HRH Nbr or a range of HRH Nbrs.
From To
uic: -] Loc Allows you to print labels for a specific location or a
HRH Nor: e HRH Nbr: =l range of locations.
Loc: J Loc: J
T ol | Sub Loc Allows you to print a labels for a specific sub
: . location or a range of sub locations.

Selective Select this radio button if you want to print a

location label for a single location or sub location,
or labels for all unique locations under a specific
HRH Nbr. This option is disabled for the UIC Print
Option.

Range Select this radio button if you want to print location
labels for all assets within @ HRH Nbr, Location, or
Sub Location range. One location label will be
printed for each unique location.

Label Format: Select the appropriate label format. This window will display only those UICs that
have label formats created through the Bar Code Label Format process. The transaction UIC must
have a bar code label format.

Include Sub-Hand Receipts: If you want to include sub hand receipts, check this box (only
available if you selected the HRH Nbr print option).

Include Sub Locs: If you want to include sub locations, check this box (not available if you selected
the Sub Loc print option).

New Sub Loc: If you want to print a label for a new sub location that is not in DPAS, check this box
(only available if you selected the Sub Loc print option).

From Group Box:

7.
8.

9.

10.

CH

UIC: Enter or browse for the UIC for which you are printing labels.

HRH Nbr: Enter or browse for the HRH Nbr and/or sub HRH Nbr for which you are printing labels
(only available if you selected HRH Nbr print option).

Loc: Enter or browse for the location for which you are printing labels (only available if you selected
the Loc or Sub Loc print option).

Sub Loc: Enter the sub location for which you are printing labels (only available if you selected the
Sub Loc print option).
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To Group Box (this group box is only available if you chose to print a Range):

11. HRH Nbr: Enter the ending HRH Nbr for your range.

12. Loc: Enter the ending location for your range.

13. Sub Loc: Enter the ending sub location for your range.

14. Number of copies: Enter the number of copies of labels you want to print.

15. Click Submit.
The Transaction Processed dialog box will be displayed.

16. Click OK.

17. Click Exit.

CH2 538
1 October 2004



Running Monthly Depreciation

Running Monthly Depreciation
MODULE: Accounting

INTRODUCTION

This process provides the capability to run the monthly depreciation.
PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Accounting icon, or select Accounting from the menu bar.
2. Select Reports from the program group.
3. Select Generate from the program list.

Accounting

-

Depreciation Actions
Capital Improvement Actions ¥

Real Property Actions k
CIPIWIP
Reports Generate
Inquities b Print
Help
Accounting On-line Reports il STE P 1 :
2
A ing Tr: ion Register [~ Capital Assets In Use
[~ Capital Assets [~ Capital Asset Trial Balance e Click on gatch Rpts.
[ Capital Assets In Transit " Fiscal Year To Date
[ Capital Assets Not In Use [” Depreciation Forecast
[~ CIPPWIP [~ Real Property
[ National Defense PP&E " Heritage Asset
[~ CFO Accounting Statement
Batch Rpts Print Rpts Close
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STEP 2: Accounting Batch Reports ﬂ
¢ Select Monthly Depreciation. - Buimmmans and Knaivars
" Monthly Depreciation
STEP 3:
Monthly Depreciation Report X a. Type:
2
Type—— ~Options One Time: Select this option if you want to run
& One Time ™ One Report, All UICs depreciation for a specific date. The date, shown
" Schedule I Individual UIC Reports beside Next Deprn Dt Due is the next date that
you can schedule your batch depreciation cycle. If
you do not execute your depreciation cycles on a
Schedule——————— ~One Time monthly basis, this date could be several months
. Next Deprn Dt Due: before the current month and year. For example, if
Eprn .
Process Day| v[ Deprn Dt [YYYYMM): |— the current month is May, and you have not
executed your depreciation since January, the next
- ‘month’ due will show as February. You have two
o | [ Submit |  Clear | Concel | options if this is the case. You can schedule each
month (using this example) from February to May,

or simply request May’s depreciation cycle and let
the program automatically ‘catch you up’ to the
current month. You cannot execute the same
month twice.
Schedule: Select this option if you want to schedule when this report is to be run. By choosing the
Schedule radio button, you can choose one day for the report to be run each month by selecting a day
from the 20th of the current month to the 3rd of the next month from the Day of Month drop down list
box. You cannot change the schedule date in the month in which depreciation has already been
executed. However, you can change the schedule day once the next month has begun. In addition,
you may choose 'Last' from the drop down list box to run the report on the last day of every month.
This schedule will continue to exist until changed or overwritten by a One Time selection. Selection of
One Time will overwrite an existing Schedule.

b. One Report, All UICs: If you want the report to run for all UICs associated with the Accountable

UIC, check this box.
c. Individual UIC Reports: If you want the report run for each specific UIC, check this box.

~ 5 HINT!
S2nd~ You can also select both options, if desired.
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Tables

EXCESS IMPORT INTERFACE

ASSET REDISTRIBUTION TABLE

TABLE
FP | File row ready for processing. PR | Prenotification transaction ready to send.
FR | File row rejected. PX | Prenctification transaction sent to disposal

activity (AE1 sent).

FS | File row suspended. RP | Prenotification transaction acknowledged by
disposal activity (AFX received - no errors).

RP | Transaction row ready for processing. ER | Excess transaction ready to send.

PR | Transaction row processed and EX Excess transaction sent to disposal activity (AS3
reported. sent).
PX | Transaction row ready for delete. RE Excess transaction acknowledged by disposal

activity (AFX received).

EC Excess transaction accepted by disposal activity
and item not Excess In Place (XR1 received -
gty matched - not Excess In Place).

ES Excess transaction accepted by disposal activity
but suspended within DPAS (XR1 received - qty
mismatch or bulk asset).

EP Excess transaction accepted by disposal activity
and item is Excess In Place (ZR1 received - gty
matched - Excess In Place).

RR | Transaction rejected by disposal activity (AFX
received - errors exist).

WR | Withdraw transaction ready to send.

CH?2 574.39
1 October 2004



Tables

CH?2 574.40
1 October 2004



Reference Codes

Reference Codes

ACQUISITION ADVICE CODES

Acquisition Advice Codes

A Service Regulated

B ICP Regulated

C Service Managed

D DoD IMM Stocked and Issued

E Other Service Managed

F Fabricate or Assemble

G GSA Integrated Materiel Manager
H Direct Delete Under Control Contract
I Direct Order From Control Contract
b ) Not Stocked Long Lead Time

L Local Purchase

ADPE IDENTIFICATION CODES

ADPE Id Codes

0 No ADP Components

[y

Analog CPUs

Digital CPUs

Hybrid CPUs

ADP Input/Output Storage Devices

ADP Accessorial Equipment

Punched Card Equipment

ADP Supply and Support Equipment

ADP Components

O | W | N (lunn | ~|WIN

Contains Embedded ADPE

CH 2
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ADVICE CODES

Advice Codes

1A Quantity Exceeds Requisition Objectives 1K Rtrn Comp Major Item

1B Quantity Exceeds Requisition Objectives 2A Item Not Locally Obtainable
1C Fill Do Not Backorder 2B Requisitioned Item Only
1] Fill Do Not Substitute 2C Do Not Backorder

Other codes are available as needed. Use the pick list to display appropriate selections

ASSET CODES

Asset Codes

Internal Use Software

Buildings, Improvements, and Renovations

Construction In Progress

o|l0O0|m| >

Land and Land Rights

Improvements to Land

Assets under capital lease

Leasehold improvements

Al T| | m

Equipment

Refer to Annex Z of the DPAS On-Line Help for more codes and definitions.
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ASSET CONTROL CODES
I Intangibles
] IPE Equipment

K IT Equipment

L IT Software

M IT Other

N Medical Equipment

P Commercial Vehicles

S Office Equipment

T Other Equipment

ASSET CONTROL CODES AND ASSET CODES (REAL PROPERTY)

Asset Control Codes Asset Codes

Q Minor Construction B Buildings, Improvements,and | N Other Natural Resources
Renovations
R Major Construction D Land & Land Rights Y Other General PP&E
Vv Other Natural Resources G Assets Under Capital Lease S Other Structures & Facilities
H Leasehold Improvement

ASSET SUBSTITUTE CODES

Asset Substitute Codes

N Non-type classified items
I In-lieu-of
S Authorized Substitute
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BUY CODES

Buy Codes

Blank N/A T Army
B Other DOD agencies U DLA
b ) DRMO (Defense Reutilization & Marketing Office) v GSA
S Local Procurement

CLASSIFICATION CODES

Classification Codes

C Contingency
E Exempt
L Limited procuremenT
N Nontype classified
(o] Obsolete
P Low-rate production
S Standard
Click on the pick list to display additional codes.

COMMODITY MANAGEMENT CODES

Commodity Management Codes

A Chief of Staff, Army.
B U.S. Army Aviation and Troop Command - ground forces support materiel (other support materiel).
C Office of the Surgeon General, U.S. Army Medical Materiel Agency - medical/dental material.
D U.S. Army Armament Munitions and Chemical Command (AMCCOM) - Single manager ammunitions.
E U.S. Army Aviation and Troop Command - general supplies (DLA/GSA items).
F U.S. Army Support Activity, Philadelphia - clothing, textile, and nonmedical toiletries (DLA/GSA items).
Click on the pick list to display additional codes.
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CONDITION CODES

Condition Codes

A Serviceable (without Qualifications) E Unserviceable (limited restoration)

B Serviceable (with Qualifications) F Unserviceable (reparable)

C Serviceable (priority issue) G Unserviceable — Incomplete

D Serviceable (test/modification) H Unserviceable

Other codes are available as needed. Use the pick list to display appropriate selections. Refer to
Annex ZA of the DPAS On-Line Help for other codes and definitions.

CONTROLLED INVENTORY ITEM CODES

Controlled Inventory Item Codes

Classified Items

Sensitive Items

Pilferable Items

A Confidential - formerly N Firearms. Aircraft engine equipment

restricted data. and parts.

B Confidential - restricted data. P Ammunition and explosives. Pilferable Item - Pilferage
codes may be designated by
the coding activity to items
coded U (unclassified) by
recording the item to J.

C Confidential Q Items that are a drug or other controlled Handtools and shop equip-

substance identified as a Schedule III, ment.
1V, or V item, per the Controlled
Substance Act of 1970. Also includes
other items requiring vault storage.
D Confidential - cryptologic R Precious metals, a drug, or other Individual clothing and
controlled substance identified as a equipment.
Schedule I or II item, per the Controlled
Substance Act of 1970. Also includes
other items requiring vault storage.

E Secret - cryptologic 1 Highest Sensitivity (Category I) - non- Office machines.

nuclear missiles and rockets in a ready-
to-fire configuration.

F Top Secret - cryptologic 2 High Sensitivity (Category II) - Arms, Photographic equipment and

ammunition, and explosives. supplies.

G Secret - formerly restricted 3 Moderate Sensitivity (Category III) - Communications/electronic

data Arms, ammunition, and explosives. equipment and parts.

H Secret - restricted data 4 Low Sensitivity (Category IV) - Arms, Vehicular equipment and

ammunition, and explosives. Sensitive parts.
Click on the pick list to review additional Classified and/or Sensitive Item codes
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DEMAND CODES
I Inactivated Item Demand
N Nonrecurring Demand
(o] No Demand
P Nonrecurring Demand for special program requirements.
R Recurring demand

CH2 582
1 October 2004



Reference Codes

DEMILITARIZATION CODES

Demilitarization Codes

A Non-munitions list item (MLI)- demilitarization not G MLI-demilitarization required-ammunition, explosives, and

required. other dangerous articles (AEDA). Demilitarization and, if
required, declassification and removal of sensitive markings
or information, will be accomplished prior to physical trans-
fer to a Defense Reutilization and Marketing Office (DRMO).
This code will be used for all AEDA items including those
that also require declassification and removal of sensitive
markings or information.

B MLI — demilitarization not required. P MLI (security classified item)--declassification, and any
other required demilitarization, and removal of any sensi-
tive markings or information will be accomplished prior to
accountability or physical transfer to a DRMO. This code
will not be assigned to AEDA items.

C MLI-remove or demilitarize installed key points out- Q Strategic list item (SLI)--Demilitarization not required. SLI
lined in DoD 4160.21-M-1 or lethal parts, compo- are non-MLI and are identified and licensed by the Depart-
nents, and accessories. ment of Commerce through the Export Administration Reg-

ulations (EAR), 15 CFR, and indicated on the Commerce
Control List (CCL), Part 799.1. Each CCL entry is preceded
by a 5-digit Export Control Classification number (ECCN)
and those ECCNs ending in the letter "A" or "B" are defined
by DoD as SLI. These items are subject to Import Certifica-
tion and Delivery Verification (IC/DV) control and other
Trade Security Controls at disposition.

D MLI-demilitarize by mutilation (total destruction of G MLI-demilitarization required-ammunition, explosives, and
item and components) by melting, cutting, tearing, other dangerous articles (AEDA). Demilitarization and, if
scratching, crushing, breaking, punching, neutraliz- required, declassification and removal of sensitive markings
ing, etc. (As an alternative, burial or deep water or information, will be accomplished prior to physical trans-
dumping may be used when authorized by the DoD fer to a Defense Reutilization and Marketing Office
Demilitarization officer.) (DRMO). This code will be used for all AEDA items includ-

ing those that also require declassification and removal of
sensitive markings or information.

E MLI-demilitarization instructions to be furnished by P MLI (security classified item)--declassification, and any
the DoD Demilitarization Program Office. other required demilitarization, and removal of any sensi-

tive markings or information will be accomplished prior to
accountability or physical transfer to a DRMO. This code
will not be assigned to AEDA items.

F MLI-demilitarization instructions to be furnished by
item/technical manager.

DESCRIPTION CODES

Description Codes
G

Wrong Item P Overage

Damaged Item R Duplicate Shipment

Shortage S

Duplicate Pseudo-Receipt
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DOCUMENT IDENTIFIER CODES

ZOA NSN

Z20B Mfr Code/Part Nbr
Z0D Other (MCN)

ZO0E Exception

SARSS-0/BOSS/CORAS/DMLS/DAAS INTERFACES

AO1 NSN Overseas

A02 PN Overseas

A04 Other Overseas

AO5 Exception Data Overseas
A07 Overseas Requirement
AOA NSN Domestic

AOB PN Domestic

AOD Other Domestic

AOE Exception Data Domestic

Turn-In Document Identification Codes

A5] DRMO Turn-In (ONLY USED IF INTERFACING WITH DRMO)
Z3A Turn-In
CH2 584

1 October 2004



Reference Codes

Modification/Cancellation/Follow-Up Document Identifier Codes

Modification Cancellation Follow-Up
ZM/ Modification ZC1/AC1 Cancel from Requisi- ZF1/AF1 Follow-Up from AK2 Follow-Up to
AM tioner Requisitioner Prev Cancelled
Requisition
ZC2/AC2 | Cancel from Supple- ZF2/AF2 Follow-Up from AK3 Follow-Up to
mentary Address Supplementary Prev Cancelled
Address Requisition
AC3 Cancel from Activity AF3 Follow-Up from AK4 Follow-Up to
(rp 54) Activity (rp 54) Prev Cancelled
Requisition
AC4 Cancel from Activity AF4 Follow-Up from AK5 Follow-Up to
(rp 55) Activity (rp 55) Prev Cancelled
Requisition
AC5 Cancel from Activity AF5 Follow-Up from AT No receipt of
(rp 56) Activity (rp 56) Status
AFC Follow-Up for ™1 Follow-Up for
Improvement Shipment Sta-
EDD tus
AK1 Follow-Up to Prev
Cancelled Requisi-
tion
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Reference Codes

EQUIPMENT CATEGORY CODES

The following is a list of the Major categories of the ECC. Click on the Binoculars to search for the actual

code.

Equipment Category Codes

A | Aircraft F | Tanks L Floating Q Support V | Non-Tactical
Equipment Equipment Wheel Vehicle
(Commercial
Design)
B | Air Defense Sys- | G | Combat Vehicles | M Railway R Ammunition And | W | Furniture And
tems Equipment Ammunition Appliances
Equipment
C | Missile Systems H | Tactical Vehicles N Construction S Installations X | Office
Land Combat Equipment Depot Peculiar Equipment
Service
Equipment
D | Artillery Weap- J | Communication o Medical And T Machine Tools Y | Tools Not
ons And Electronic Dental Classified
Equipment Equipment Elsewhere
E | Small Arms K | Electronic Test P Materiel U Shop Support Y4 Equipment Not
Equipment Handling Equipment Listed Elsewhere
Equipment
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Reference Codes

EQUIPMENT DEPRECIATION CODES

Equipment Deprn Codes

If the ACC is L (IT Software), these are the applicable codes:

1 Commercial Software

2 Internally Developed Software

If the ACC is N (Medical Equipment), these are the applicable codes:

1 High Tech Medical

2 Other Medical

If the ACC is T (Other Equipment), these are the applicable codes:

1 Electronic General Equipment (500KW)

2 Printers/Publication/Duplicating Equipment

Radio/Broadcast Equipment

Steam Equipment (12.5 + K)

RDT&E

Telecommunications

Water Transportation Equipment

| Nl n | AW

Other

EQUIPMENT READINESS CODES

Equipment Readiness Codes

A Primary Weapon/Equipment
B Auxiliary Equipment
C Administrative Support Equipment
M Multi Equipment Ready Code
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ERROR EXPLANATION CODES

Error Explanation Codes

Blank N/A AG DoDAAC not Authorized DB Reject with CA Status
AD Reject with CS Status AN Reject with CA Status ND Reject with CA Status
AE Reject with CD Status AP Reject with CA Status NE Reject with CA Status
AF Reject with CA Status CX Reject with CA Status PR Reject with CA Status

EXPENDITURE IDENTIFICIATION CODES

Expenditure Identification Codes

B General Supplies

K Mag tape and disk packs/hardware-computers

L Maint parts for ITE/hardware

M Other IT supplies

N Medical supplies and equipment

Other codes are available as needed. Use the pick list to display appropriate selections. Refer to Annex ZA of
the DPAS On-Line Help for other codes and definitions

FULL DEPRECIATION CODES

Full Depreciation Code

Blank Not fully depreciated
F Fully depreciated (you cannot change the value to F; this is system generated)
S Stop depreciation (may only be chosen if Asset Sts Cd =N Asset not in use’ on the asset record)
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PRECIOUS METAL CODES

Precious Metal Codes

Does not Contain Precious Metal

Has Two or More Precious Metals

Contains Gold

Has Platinum Family Metals

Contains Silver

Precious Metals Type is Unknown

<|lc|lww| 9| 6|0 >

Precious Metals Type Varies

PRIORITY DESIGNATOR CODES

Priority Designator Codes

01 Emergency UND=A, FAD=I 09 Routine UND=B, FAD=1V
02 Emergency UND=A, FAD=II 10 Routine UND=B, FAD=V
03 Emergency UND=A, FAD=III 11 Routine UND=C, FAD=I
04 High Priority UND=B, FAD= 12 Routine UND=C, FAD=III
05 High Priority UND=B, FAD=II 13 Routine UND=C, FAD=III
06 High Priority UND=B, FAD=III 14 Routine UND=C, FAD=IV
07 High Priority UND=A, FAD=IV 15 Routine UND=C, FAD=V
08 High Priority UND=A, FAD=V

PROPERTY TYPE CODES

0 Medical components 5 Basic load (class V)

1 Basic load (class I) 6 Lease rental equipment

3 Basic load (class II) 7 Installation reserve equipment

4 TDA property 9 Installation property (Non Deployable)
CH2
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REAL PROPERTY CATEGORY CODES

Real Property Category Codes

111 Runway 123 Fuel Disp/Land
112 Taxiway 124 Oper Fuel Storage
113 Apron 125 Fuel/DOL Lines
116 Other Afld Pvmt 126 Fuel Disp/Otr
121 Fuel Disp/Aircraft 131 Comms Buildings
122 Fuel Disp/Marine 132 Comms/Other
Click the pick list to display additional codes.

REAL PROPERTY FACILITY CONDITON CODES

Real Property Facility Condition Codes

A Serviceable-Excellent (a facility that is normally I Functionally Inadequate (a facility that is serviceable

less than five years old). (condition code equals A or B), but not suited functionally to
match the unit, organization, or mission for which it is being
used).
B Serviceable-Fair (a facility that is over five years | N Physically Non-serviceableNon-usable facility

in age and requires only routine maintenance to
maintain its condition).

C Serviceable-Poor (a usable facility, but one that
requires major renovation and/or maintenance
beyond that of a routine job order).
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Financial and Accounting Management Information System (FAMIS) Interface File Layout

Financial and Accounting Management Information System
(FAMIS) Interface File Layout

1. Detail Record

ATTRIBUTE POSITION TYPE
Function Code 1-4 4 A/N
Maintenance Code 5 1A
Activity Code 6-9 4 A/N
Accounting Reporting Number 10-29 20 A/N
Fund Code 30-31 2 A/N
Appropriation Allotment Serial Num- 32-36 5A/N

ber
Office 37-47 11 A/N
Task Code 48-61 14 A/N
Object Class Code 62-67 6N
Dollar Amount 68-81 14N2
Within/Outside Government Code 82 1A
mandatory
space
Job Order Number 83-97 15 A/N
Asset Code 98-99 2 A/N
Effective Date 100-107 8N
Transaction Date 108-115 8N
Servicing Activity Code 116-119 4 A/N
Register Document Number 120-133 14 A/N
Quantity 134-138 5N
Unit of Issue 139-140 2 A/N
Unit Identification Code 141-146 6 A/N
Asset Control Code 147 1 A/N
Filler 148-200 Mandatory
spaces
CH?2 599

1 October 2004



Financial and Accounting Management Information System (FAMIS) Interface File Layout

2. Header Record.

DESCRIPTION POSITION DPAS ATTRIBUTE
Literal 'TEXTHD U 2’ 1-10
Literal 'FAMIS DPAS’ 11-21
Blank (spaces) 22-27
As of Date (YYMMDD) 28-33
Blank (spaces) 34
Message Number '001’ 35-37
Blank (spaces) 38-46
From Address - Sending Site 47-52  Unit Identification Code
Blank (spaces) 53-58
Julian Date of Transmission 59-61
Blank (spaces) 62-63
To Address - Receiving System 64-66 Literal * XXX’
Blank (spaces) 67-74
Prior Sequence Number 75-77
Current Sequence Number 78-80
Filler 81-200
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